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About This Training Guide

TRAINING GUIDE DESCRIPTION

This Accounts Payable training guide is designed for users that process payment request transaction

documents in AFIS. Instruction includes hands-on activities covering the creation, validation, approval,

and viewing steps for accounts payable documents.

TRAINING GUIDE OBJECTIVES

In this training guide, you will:

=  Review Accounts Payable processing flow charts and event types

=  Create encumbrance documents

= Create payment request documents

=  Create disbursement documents

= Research encumbrance, payment request, and disbursement documents

=  Modify and cancel payment request and disbursement documents

= Review additional Accounts Payable processes

TERMINOLOGY

The terms listed in Table 1 below are used throughout the Accounts Payable training guide.

Table 1: Terminology

Term

Description

Accounting Line

The level in a document where users enter a set of Chart of Accounts codes
comprising a funding distribution and an event type.

Accounting A unique identification code on a document with previously defined Chart of

Template Accounts elements. A user can choose to use templates to facilitate and
standardize data entry.

Award Establishes a formal agreement with a vendor, either for the purchase of defined

goods or services to set prices for future purchases.

Commodity-based
Document

These documents have commodity lines. For commodity-based payment request
documents (PRC, they require a reference to an encumbrance (PO) document.

Credit Memo

An amount issued by a vendor in order to reduce the amount that a customer
owes from a previously issued sales invoice.

Disbursement

Liquidates the payable, and generates payment. The payment may be in the form
of a warrant or Electronic Funds Transfer (EFT).

Document Catalog

Serves as a repository for all of the document forms created in AFIS. It is the
central location in the system where all of the documents can be queried and
processed by selected actions.

Electronic Funds

The electronic movement of data between banks which results in a value transfer
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Term Description

Transfer (EFT) between accounts.

Encumbrance A transaction setting aside budget for a future payment request.

Event Type Identifies and records the type of financial activity for an accounting line of a
document. Every accounting line must have an event type for all accounting
based documents, and certain non-accounting documents. Users either enter the
event type or have it defaulted by the system.

Fund The Chart of Accounts element that represents a self-balancing set of accounts.

Fund Accounting

The Chart of Accounts view that displays funds and general ledger accounts. Fund
accounting comprises the fund, revenue source, object of expenditure, and
balance sheet account elements.

General Accounting
Expense (GAX)

A document used to make direct payments. This document is for non-
commodity-based payments and therefore does not require a reference to an

document award document (such as a purchase order).

Journal A historical record of processed accounting data that is stored by document in
order of processing.

Ledger Provides a summarized view of the same information as a journal, except the

arrangement is by accounting distribution and, usually, a time period.

Non-commodity

These documents have do not have commodity lines. For non-commodity

documents payment documents (GAX), they do not require a reference to an encumbrance
document.

Object The Chart of Accounts element that classifies expenditures into groups such as
personal services and expenses.

Payment The exchange of funds for goods received and/or services rendered. In AFIS, the

payment process establishes a payable in the system and, if specified, liquidates
the encumbrance.

Posting Code

A code called from an event type that contains instructions about how to update
various journals and inquiry and controls tables with debits and credits. An event
type contains a posting pair, which has two posting codes. The event type
appears on the Accounting line; the posting code appears on the Posting line.

Posting Line

Level with the most detailed accounting information that is a common source of
information used to update most of the system.

Stale Date Warrant

A warrant is stale when it has not been redeemed within the established number
of days.
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LIST OF ACRONYMS

Table 2 lists the acronyms used in this guide.

Table 2: Acronyms

Acronym Definition

ACTPL Accounting Template

ACTPR Accounting Profile

AD Automated Disbursement

CEC Commodity Encumbrance Correction
CHREC Check Reconciliation

CR Cash Receipt

CUSTS Customer Information

DC Disbursement Cancellation

DCM1 Disbursement Cancellation - Manual

DRM Disbursement Request Modification

EFT Electronic Funds Transfer

ENTY Entity

FCLS Fund Class

FDT Future Document Triggering

GAE General Accounting Encumbrance

GAEC General Accounting Encumbrance Correction
GAERM GA Encumbrance - Risk Management
GAETRI Encumbrance-Real Estate

GAIP GA Intercept Payment

GAP General Accounting Pre Encumbrance

GAX General Accounting Expenditure

GAXB1 Payment Request - Balance Sheet

GAXCC Payment Request - Cover Claim

GAXCM Payment Request - Credit Memo

GAXR1 Payment Request - Revenue Refund
GAXRM Payment Request - Risk Management
GAXTRI General Accounting TRIRIGA

Table INTR Table INTR — Intercept Request

IRM Intercept Request Maintenance

IT Intercept Transfer

PHLDTD Payment Hold Type by Department

MD Manual Disbursement

MDCC1 Manual Disbursement Cover Claim Warrant
MDWT1 Wire Transfer

PDCHK Paid Checks Page

PO Purchase Order Commaodity Based

POPZ1 Purchase Order Commaodity Based- ProcureAZ
PRCC Procurement Card Payment Request
PRCPZ1 Payment Request Commodity Based- ProcureAZ
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Acronym Definition

RQ Requisition Commodity Based

RQPZ1 Requisition Commodity Based - Procure AZ
VCCD1 Vendor Customer Creation - Departments
VCCE1 Vendor Customer Creation - EFT

VCCG1 Vendor Customer Creation - GAO

VCCPZ1 Vendor Customer Creation - ProcureAZ
VCUST Vendor/Customer

VCMD1 Vendor Customer Modification - Departments
VCME1 Vendor Customer Modification - EFT
VCMG1 Vendor Customer Modification - GAO
VCMPZ1 Vendor Customer Modification - ProcureAZ
VIR Vendor Invoice Registry

VTH Vendor Transaction History
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1. Navigation Refresher

Learning Objectives

In this lesson, you will:

= Review the basic access and navigation of a reference table
= Review the basic access and navigation of documents using the Document Catalog

= Review the navigation tools and searching records within a query
Lesson Overview

As with any software, it is important that users understand how to navigate through various menus and
features in order to complete tasks efficiently and accurately. AFIS uses a Web interface to display the
types of application pages used to process financial information. This lesson reviews the navigation of
AFIS as it pertains to Accounts Payable by looking at reference tables, documents and queries that are
used throughout this Accounts Payable training guide. Understanding how to use these three types of
pages is important, because it makes it easier for you to search for a particular type of page and
navigate between them. Pages are referred to in two different ways: the Page Description and the Page
Code.

1.1. Navigation Review: Reference Table

Reference tables are used to store information within the system. The information in some of these
reference tables can be created and modified by anyone with the required security permissions; others
are system-maintained and updated by the system through document updates or offline processes. All
reference tables can be accessed through Page Search or Jump to field at the top of the screen. This
topic examines the Accounting Template (ACTPL) reference table.
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Activity 1.1
Navigate to the Accounting Template Reference Table

Scenario
You want to review the navigation features in AFIS. Use Page Search to locate the Accounting Template
(ACTPL) reference table.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Navigate using Page Search.
1. Inthe Secondary Navigation Panel on the left, click Search.
2. Click Page Search.
3. Inthe Page Code field, type ACTPL.
4

Click Browse.

WAFIS Jump to 2 oo| | @Prome S rersonaize @) Accessivity g App el . About

Welcome, Student 1 Procurement | Budgefing = Accounts Receivable | Accounts Payable

Message Center Menu
£l Search Category:[ [v]

Page Search Page Type :l—i[

Document Catalog Description :

Report Search Page Code : acTp,»
History Browse Clear
[=] Favorites Description Page Code
Administration v Accounting Template ACTPL

First Prev Next Last

5. Click Accounting Template.
B. Explore the Accounting Template table.

1. Click Search.

2. Inthe Accounting Template field, enter the department from your student data card.
3. Click OK.
4

The details of that template displays in the scalar view below.

10
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5. Observe the General Information section.

Accounting Template

Accounting Template Name Department Department Name Active

~ 101 Training Work 101 Student 1 Yes
First Prev Next Last

Save Undo Delete Insert Copy Paste Search @R

= General Information
*Accounting Template : 191 Debt ID :

[

*Name : Training Work

*Department : 401 a

&
Student 1
Description : Training Acceunting Template

Active :

» Fund Accounting

b Detail Accounting

Top

F Accounting Profile

6. Click Fund Accounting to expand that section.

7. Click Detail Accounting to expand that section.

w Fund Accounting
Fund : gpp1 | Department: 1qq a BSA: @
Sub Fund : A Unit: g101 & Sub BSA: &
Object : A Sub Unit : A Dept Object : &
Sub Object : A ApprUnit: 4510000 4 | Dept Revenue : &
Revenue : =y
Sub Revenue : S
w Detail Accounting
Location : o Reporting : & Program : &
Sub Location : A Sub Reporting : A Phase : &
Activity : ﬁ.’ Task Order: lﬁ.’ Program Period : &
Sub Activity : = Task: 101000 =
Function : ) Sub Task: &
Sub Function : &

8. Observe the fields in the Fund Accounting and Detail Accounting sections.
9. Click Fund Accounting to collapse the section.

10. Click Home in the Primary Navigation Panel to return to the Home Page.

1.2. Navigation Review: Document

The information stored in reference tables gets updated by documents. Some documents update the
information on multiple tables. The Document Catalog is used to create documents and to search for
documents based on Code, Department, Unit, or ID. It can also be searched by User Information using
User ID (created by) and Date (created on), or by Document State using Function, Phase or Status fields.
This example uses a General Accounting Encumbrance (GAE) document.

11
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AcTiviTy 1.2
Navigate to a General Accounting Encumbrance Document

Scenario
You want to review the navigation features in AFIS. Use the Document Catalog to find a General
Accounting Encumbrance (GAE) document.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Navigate using the Document Catalog.
1. Inthe Secondary Navigation Panel on the left, click Search.
2. Click Document Catalog.
3. Inthe Code field, enter GAE.
4. Inthe Dept. field, enter the data from your student data card.
5. Click Browse. The grid displays all GAE documents in the system.

WAFIS dro ﬁﬂ B Home éz’Persunallze @ Accessiviity | AppHeln . About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Training - Financial

Message Center

Administration

Document Catalog

Create &b
El Search v Document Identifier
Page Search Code : [gag & Unit:
Document Catalog Dept.: 1pq ID:
Report Search
History b User Information
El Favorites » Document State

Browse Clear

Open Vabdate Submit Copy

Code Dept. Unit 10 Comments Version Function Phase Status Date UseriD Amount  Active
[ GAE 101 SU112 No 1 HNew Final Submitted 10/27/14  Training $800.00 Yes
[] GaE 101 STU11.3A No 1 HNew Final Submitted 11/25/14  Training  $15,000.00 Yes
[] 6aE 101 STU142 No 1 HNew Final Submitted  10/7/14  Training $100,00000 Yes
[] GaE 101 STU151 No 1 HNew Final Submitted 10/27/14 dboudrie  $1,000.00 Yes
[] GaE 101 STu44 No 1 HNew Final Submitted 10/27/14  Training $200.00 Yes

First Prev Nexd Last

Menu

6. Inthe list of documents, in the first row, click the ID found on your student data card.

12
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7. Observe the General Accounting Encumbrance document window displays the four
components that together make up the document.

MAFIS Jump o 2 6o|| @PHome P rersonaize (X) Accessiaty [g] AppHein <. About

Welcome, Student 1 Procurement | Budgefing =~ Accounts Receivable  Accounts Payable

Order - Non C ity(GAE) | Dept: 101 ID: STU112 Ver: 1 Function: New Phase: Final | ~
= List View
[eENV TNV EI M Contract Details | Extended Description | Contact | Document Information
Document Name: Billing Location: &
Shipping Location: &
Record Date: 11/01/2014 /|
Delivery Date: i
Budget FY: 2015
Cited Authority: &
Fiscal Year: 2015
Escrow ID: &
Period: 5 &
) Document Description: | STUDENT 1 Actual Amount: $600.00
Closed Amount: $0.00
Closed Date:
Open Amount: $500.00
Open Accrual Amount: $0.00
Referenced Amount: $0.00
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: APPLEINC.  Legal Name: Apple Inc.
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $300.00 Line Open Amount: $300.00
Posting Total Lines: 1 Posting Line: 1
[# Edill (5] Gopy‘ [% Copy Forward | [3¢ Discard | =) Prin(‘ Processing ™ Workllaw" Fie > | | [E§ Close

8. Observe that the document information at the top of the screen includes Type, Dept, ID,
Version, Function, and Phase, as well as the document menu button.

B. Explore the General Accounting Encumbrance document Header component.
1. Observe the fields on the General Information tab.
2. Click on the Contract Details tab.
3. Click on the Extended Description tab.
4. Click on the Contact tab.
5. Click on the Document Information tab.
C. Explore the other components of the document.

1. Open the Document Navigator Panel, click the Open Document Navigator arrow on the left
of the screen.

2. Inthe Document Navigator Panel, click Vendor.

13



3. Observe the component tabs and fields.
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Purchase Order - Non Commod'ny(GAE}‘ Dept: 101 ID: STU112 Ver:1 Function: New Phase: Final ‘ SR ™ R ]
Document Navigat
ument Navigator e
Header i i =
Vendor
Vendor Line Vendor Customer Legal Name Line Amount ~
Accounting
1 APPLE INC. Apple Inc. 3800.00
Postin;
e From 1 to 1 Totak: 1 Gototine:| | Go
-
Vendor Customer: APPLE INC. & Vendor Contact ID: ROBERT SMITH |
Legal Name: Appie Inc. Vendor Contact Name: Robert Smtih
Alias/DBA: Vendor Contact Phone: 512.772-1924
Address Code: ADO01 & Vendor Contact Phone Ext.:
Address Line 1: 1 infinite Loop Vendor Contact Email: r smith@apple.net
Address Line 2: Fax:
City: cuperting Fax Extension:
state: [Carrorn v Web Address http:/i: v
Accounting Total Lines: 1 Line: 1 Line Amount: $800.00 Line Open Amount: 5800.00
Posting Total Lines: 1 Posting Line: 1
[ Edit | | (% copy | | % CopyForward | | [ Discard | & Print | | Processing = | | workflow ~ | | Fie ~ | | E3 Glose |

4. Inthe Document Navigator Panel, click Accounting.

5. Observe the component tabs and fields.

“‘)| Dept: 101 ID: STU112 Ver:1 Function: New Phase: Final | -

‘Order - Non C

Document Navigator  [X] = . P - - =

Line Closed Amount Referenced Line Amount Event Type

Header Accounting Line Line Amount Line Open Amount
Vendor 1 $800.00 $500.00 0.00 $0.00 PROS
Accounting From 1 to 1 Totak: 1 Gotone:[ | Go
Posting
Reference | Fund Accounting | Detail Accounting ﬂ
EventType: PROS & Budget FY: 2015
Accounting Template: & Fiscal Year: 2015
Period: 5

Line Description:
Line Closed Amount: 50.00

Line Closed Date:

Line Amount:
Reserved Funding:

Roll Indication 1:

Line Open Amount: $300.00

Referenced Line Amount: $0.00

Outyear Adjustments

Amount:

Roll Indication 2: ]
‘Obligation Amt Adjusted for $800.00

Outyear:

Related Accounting Line: W

& Edit‘ Eﬂc.npy| E'.’.anFnrwam‘ &D‘mam| @Print‘ Processing ~ wmmnwv| File ~ Bclnse‘

6. Inthe Document Navigator Panel, click Posting.

7. Observe the information in this component.

Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
POOS Encumbrance $800.00
1 Standard PO0S Res Encumbrance 800,00 *

Go o line: l:lﬂ

From 1 to 1 Total: 1

14



AFIS | Accounts Payable

D. Close out of the document.

1. When you are finished, click the Close button at the bottom of the document to return to the
Document Catalog.

2. Click the Home icon in the Primary Navigation Panel to return to the Home Page.

1.3. Navigation Review: Query Page

The information that documents update in tables can be looked up by performing a query and certain

tables are designed for this purpose. For example, disbursements can be tracked and researched using
the Vendor Transaction History (VTH) query page. One way to quickly access the VTH query page is to

type VTH into the Jump to field in the Primary Navigation Panel.

Activity 1.3
Navigate to the Vendor Transaction History Query Page

Scenario
You want to review the navigation features in AFIS. Use the Jump to field to navigate to the Vendor
Transaction History (VTH) query page.

Setup
v' User is logged into the AFIS Home Page.
Steps
A. Navigate using the Jump to field.
1. Inthe Primary Navigation Panel, in the Jump to field, enter VTH.

2. Click Go. The Vendor Transaction History query page opens.
&AFIS

[co] | PrHome J¥Personsize (F) Accessiity [B] AppHep T About

Procurement | Budgefing | Accounts Receivable | Accounts Payable

Jump ta VTH

Training - Financial
Message Center
E) Search
Page Search
Document Catalog
Report Search
History
B Favorites

Administration

Vendor Transaction History

Browse Clear

Vendor/Customer Code :

5| [

Address ID:

Vendor Invoice Number :
Bank Account Code :
Record Date :

Budget Fiscal Year:
Accounting Period :
Department :

Unit :

B ERE

Object :

Calculate Tolal

Record Date Document Phase VL CL

First Prev Nexi Last  Download

¥ Vendor Invoice Registry - Matching Status

Document Type :
Document Code :

& [

Event Type :

Check Number :
Check Description :
Fiscal Year :

Fund :

Sub Fund :

Sub Unit :

& | | [ [

Sub Object :

AL AL Amount Referenced Document Vendor Invoice Number Bank Account Code Check Number Check Description

+ Disbursement Query ¥ Check ¥ Paid Checks - Customer Information  # Lifecycle Inquiry

15
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B. Search for documents related to a vendor.
1. Inthe Vendor/Customer Code field, click the Pick List.
2. Inthe Choose screen, in the Legal Name field, enter the data from your student data card.
3. Inthe Vendor Active Status drop-down menu, select Active.
4. Inthe Vendor Approval Status drop down menu, select Complete.
5

Click Browse.

Choose

Browse Clear

VendoriCustomer : Legal Name : sTUDENT 1
Last Name : Vendor Active Status :| active ~
Vendor Approval Status :ICDWIDHE [ Lock Account: w
VendoriCustomer Legal Name LastName Vendor Active Status Vendor Approval Status  Lock Account
Select VC000000231 Student 1 Active Complete No

Cancel  First Previous Next Last

6. Inthe list of results below, click the Select link for the Vendor/Customer.
7. Inthe Vendor Transaction History page, click Browse.

8. Observe the list of documents that appears in the results below.

B e e LA o, sl Veowoss  mmkaom ok | che
g 10427114  GAX101.5TU153A F 1 1 §50.00 BKO1
111114 GAX101STU1468 F 1 1 $50.00 BKO1
112114 GAX1018TU112 F 1 1 5545.00 BKO1
First Prev Next Last Download
¥ Vendor Invoice Registry 7 Matching Status ¥ Disbursement Query o Check Reconciliation  Paid Checks F Customer Information - Lifecycle inguiry

C. Explore the options available on the Vendor Transaction History page.
1. Click a Document in the grid to display that document on the screen.
Click Close to return to the Vendor Transaction History page.

Observe the navigation links below the grid for First, Prev, Next, and Last.

2
3
4. Observe the Download link that allows users to download documents to their local machine.
5. Observe the navigation links to other query pages at the bottom of the page.

6

Click the Paid Checks link. The Paid Checks (PDCHK) page opens.
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7. Observe the warrants listed on the Paid Checks page.

Paid Checks

« BKO1
BKO1
BKO1
BKO01
BKO1
BKO01
BKO1
BKO1
BKO1
BKO1

Browse Clear

- Paid Check Restore

Bank Account : g1
Check / EFT Humber :
Check / EFT Amount :
Check | EFT Izsue Date :
Last Action Date :

0ooooo210000002
000000210000027
000000210000028
000000210000029
000000210500000
000000210500009
000000210500012
000000210500017
000000210500018
000000210500030

Copy  First Prev Next Last

- Check Writer Payment

Document Code :
Doc Dept :
Document ID :
Cleared Date :

=

Status :I [

Bank Account Check/EFT Number Check/EFT Amount DocumentID
$600.00 140515000031
£220000 140825000070

242012 140325000071
£560.00 140828000072
£200.00 ADCP TEST
£52,500.00 MDDOCT
$52,500.00 9-4-14MD2
52500 MD 090914
£10,000.00 TESTMD
252,500.00 JOBPARMTY

- Accrual Inguiny

Status
Cancelled
Paid
Paid
Paid
Paid
Paid
Paid
Cancelled
Paid
Stale Dated

Cleared Date

08/15/2014
08/28/2014
08/28/2014
08/28/2014
08/20/2014
09/03/2014
09/03/2014
09/15/2014
09/16/2014
09/18/2014

Cancel/Reclass Reason Comments
Stolen

Warrant Reconciliation

Warrant Reconciliation

Warrant Reconciliation

Warrant Reconciliation
Warrant Reconciliation
Incorrect Information

Warrant Reconciliation

Stale

8. Click Back.

9. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

This lesson reviewed the basic navigation tools and methods that will be used throughout this training

guide. The Jump to feature can be used to go right to a certain page or table. The Page Search and

Document Catalog can also be used to search for specific table or document within the system.
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2. Overview of Payment Processing

Learning Objectives

In this lesson, you will:

= Review the Accounts Payable process
= |dentify the Accounts Payable event types

= Review the use of Accounting Templates and Functions
Lesson Overview

The purpose of Accounts Payable (AP) is to record and disburse payment for purchases of goods or
services. Accounts Payable is usually the last step in the purchasing chain of events and includes
processing the following:

=  Payments

= Disbursements

= Disbursement Reconciliation
=  Warrant Cancellation

Payments made for the purchase of goods can be recorded using commodity-based documents that are
entered in Procure AZ. Payments that do not need to record commaodity information can be processed
using non-commodity-based, otherwise known as Accounting-Based (ABS), documents. In this lesson,
the procurement and payment processes are examined, the document event types are identified, and
the use of accounting templates and functions for data entry simplification is reviewed.

2.1. Accounts Payable Flow Charts

The Accounts Payable process involves several applications that transmit information between them,
including ProcureAZ and AFIS. There are several types of documents that can be used to record
information at the various stages of the Accounts Payable process.

Applications
Procure®AZgov, W AF I s S
.\J ARIZONA FINANCIAL INFORMATION SYSTEM SEAUS B789: Leia 4”&'
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Documents

Pre-

Disbursement

Encumbrance

Encumbrance

2.2. Accounts Payable Event Types

Event types are specified on the accounting line to signify which posting codes will be referenced, as
well as to apply the rules for data entry for referenced transactions, customer codes, vendor codes, and
all defined Chart of Accounts elements in the system.

All documents have allowable event types and a default event type defined. Users can change the event
type using the Pick List. Selecting an invalid event type will result in an error message during validation.

Table 3 below lists the Accounts Payable documents along with the allowable event types and the event
type description.

Table 3: Event Types by Document Code

Document | Document Description Event Description
Code Type
RQPZ1 Requisition Commodity PRO2 External Vendor (Default)
Based — ProcureAZ
PO Purchase Order Commodity | PRO5 External Vendor (Default)
Based
POPZ1 Purchased Order PRO5 External Vendor (Default)
Commodity Based —
ProcureAZ
PRCPZ1 Payment Request — Procure | APO1 Authorize Normal Payment
AZ APZ1 Accrued Expense not set to reimbursement
APZ2 Internal Transfer for Use Tax
APZ3 Misc. items
APZ4 Freight
GAP General Accounting Pre- PRO2 External Vendor (Default)
Encumbrance
GAE General Accounting PRO5 External Vendor (Default)
Encumbrance
GAETRI Purchase Order — Real PRO5 External Vendor (Default)
Estate
GAERM Purchase Order — Risk PRO5 External Vendor (Default)
Management
GAX General Accounting APO2 Intercept Request Maintenance
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Document | Document Description Event Description
Code Type
Expenditure — Non-
Commodity Expense
GAXTRI Payment Request — Real APO1 Authorized Normal Payment
Estate APZ1 Accrued Expense not set to reimbursement
GAXCM Payment Request — Credit APO1 Authorized Normal Payment
Memo APZ1 Accrued Expense not set to reimbursement
GAXB1 Payment Request — Balance | APO7 Authorize Prepayment Refund
Sheet APO8 Authorize Unreserved Credit Balance Refund
APO9 Authorize Reserved Credit Balance Refund
AP16 Equity Payout Authorization
AP17 Liability Payout Authorization
AP18 Asset Payout Authorization
GAXR1 Payment Request-Revenue AP08 Revenue Refund—Authorize Unreserved
Refund Credit Balance Refund
AP10 External Collected Revenue Refund

2.3. Accounting Templates and Function Inference

Accounting templates and function inference allow users to save frequently used accounting data for
use in future documents. Accounting templates (used more frequently in P-Card Processing) use a soft
inference to fill in values only for fields on the Fund Accounting and Detail Accounting tabs that are
blank. Manually entered values will not be overwritten by an accounting template. By comparison,
functions use a hard inference to fill in all values defined by the function regardless of any existing
values contained in the fields. Manually entered values will be overwritten by those inferred by a
function. Fields such as Object, will not be overwritten by the function if the field is not populated on
the Function Inference (FUNCINF) table.

Accounting templates and function inference speed up the data entry process and help to reduce input
errors when creating documents. The available accounting templates and function inferences are based
on department. New accounting templates can be created by accessing the Accounting Template
(ACTPL) reference table. Functions are stored in the Function (FUNC) reference table and the Function
Inference table (FUNCINF).

Lesson Summary

In this lesson, you:

= Reviewed the Accounts Payable process
= |dentified the Accounts Payable event types

= Reviewed the use of Accounting Templates and Functions
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Check Your Progress

1. Accounts Payable is usually the last step in the purchasing chain of events?
a. True
b. False
2. Accounting Templates use:
a. Soft Inference
b. Hard Inference
3. Functions use:

a. Soft Inference
b. Hard Inference
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3. Creating Accounts Payable Documents

Learning Objectives

In this lesson, you will:

= Create General Accounting Pre-Encumbrance documents

=  Modify and cancel General Accounting Pre-Encumbrance documents

= Review the General Accounting Encumbrance document

= |dentify the General Accounting Encumbrance document components

= Review the data entry requirements of a General Accounting Encumbrance document
= Create a General Accounting Encumbrance document

=  Modify and cancel General Accounting Encumbrance documents

= Search for General Accounting Encumbrance documents using the Accounting Journal
Lesson Overview

When the purchase of services (non-commodity-based expenditures) needs to be processed in AFIS, one
of the first steps is to create a pre-encumbrance document to record the use of funds. This process
allows departments to manage and track spending.

3.1. Create a Pre-Encumbrance Document

If a purchase is not under contract so ProcureAZ doesn’t need to be used, a General Accounting Pre-
encumbrance document can be used to record accounting. A General Accounting Pre-Encumbrance
(GAP) document has all of the options and other information needed to create internal or external pre-
encumbrances.

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-007 and represented by Figure 1 below.

1. The requesting department determines if the Pre-encumbrance exists on the Accounting
Journal (JACTG) table. If the Pre-encumbrance does not exist, the process continues to step 2.
If the Pre-encumbrance exists, the request is evaluated to determine if a Pre-encumbrance
modification is required. If the Pre-encumbrance is a ProcureAZ transaction then there will be
an external Requisition document (RQPZ1) interfaced to AFIS. If the Pre-encumbrance is
created in AFIS, it will be a GAP document.
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2. The requesting department is responsible for the drafting of the General Accounting Pre-
Encumbrance (GAP) transaction in AFIS or a ProcureAZ Requisition document. The accounting
and dollar amount details are entered; vendor information can be left blank. Any supporting
documentation may be attached to the document at this time. Upon completion of the data
entry, the GAP or requisition entered in ProcureAZ documents are submitted and routed for
approval.

3. The GAP or ProcureAZ Requisition documents are reviewed by an authorized department
level approver. If the approver determines that the GAP or ProcureAZ Requisition documents
have missing or incorrect data, then the document is rejected and returned for corrections in
step 2. If the approver determines that the GAP or ProcureAZ requisition document data are
correct, then the document is approved and proceeds to the next step.

4. The AFIS GAP documents or the ProcureAZ Requisition will interface in AFIS as a RQPZ1
documents final submission updates the Accounting Journal (JACTG) table and associated
tables with AFIS.

Figure 1: Create a Pre-Encumbrance Document Workflow (AP-TB-007)

Step 2
Madification/ ProcureAZ Data Entry
Cancellation? Pre-Encumbrance? Submit GAP

Step 3
Dept
Approval

Step 1
Request received for

Pre-Encumbrance

v

No Approved?

AP-TB-008

Step 4
Submission
Updates to

JACTG

RQPZ1 File
Interfaced from
ProcureAZ

3.2. Modify or Cancel a Pre-Encumbrance

When a Pre-encumbrance document needs to be modified, users can locate the document and
determine the document code (GAP or RQPZ1).

e If the document is a GAP, click Edit which creates a modification version.
e [f this is a pre-encumbrance originating from ProcureAZ (RQPZ1) it must be changed in
ProcureAZ, not AFIS.

When a Pre-encumbrance document needs to be cancelled, users can locate the document and
determine the document code (GAP).

e |f the document is a GAP, click Discard which creates a cancellation version.
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e If this is a pre-encumbrance originating from ProcureAZ (RQPZ1) it must be cancelled in
ProcureAZ, not AFIS.

Both modification and cancellation versions must be submitted to workflow for approval in order to
update the Accounting Journal (JACTG). The approval paths for ProcureAZ related documents are only
in ProcureAZ. There are no approval paths in AFIS for RQPZ1 documents.

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-008 and represented by Figure 2 below.

1.

The department receives a request for a pre-encumbrance modification/cancellation. If the
modified pre-encumbrance is a ProcureAZ transaction then there will be a near real-time
interface to AFIS as a RQPZ1 document. If the pre-encumbrance is an AFIS transaction, it is
created in AFIS as a General Accounting Pre-Encumbrance (GAP) document.

The requesting department is responsible for drafting the General Accounting Pre-
Encumbrance (GAP) modification/cancellation transaction in AFIS. For a modification, the
user accesses the GAP and performs an “Edit” action. A Modification version of the GAP is
created. For a cancellation, the “Discard” action is performed on the existing GAP document.
A Cancellation version is created. Upon completion of the data entry, the GAP
modification/cancellation document is submitted and routed to workflow for approval.

The GAP modification/cancellation document is reviewed by an authorized department level
approver. If the approver determines that the GAP modification/cancellation has missing or
incorrect data, then the GAP modification/cancellation document is rejected and returned
for corrections in step 2. If the approver determines that the GAP modification/cancellation
data are correct, then the GAP modification/cancellation is approved and proceeds to the
next step.

The GAP modification/cancellation document final submission from the department (or
interfaced from ProcureAZ) updates the Accounting Journal (JACTG) table and associated
tables within AFIS.

24



AFIS | Accounts Payable

Figure 2: Modify/Cancel a Pre-Encumbrance Workflow (AP-TB-008)

Step 2
Data Entry
ProcureAZ Submit GAP
Pre-Encumbrance? Meodification/
Cancellation

Step 1
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Step 3
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v

RQPZ1 File
Interfaced from
ProcureAZ

Step 4
Submission

Updates to
JACTG

3.3. General Accounting Encumbrance Document

A General Accounting Encumbrance (GAE) document is used to encumber funds for non-commodity-
based expenditures, such as utilities or travel. Occasionally these documents may be created directly in
AFIS using the Document Catalog or by copying forward from a General Accounting Pre-Encumbrance
(GAP) document.

Most encumbrance documents are created from within ProcureAZ and interfaced to AFIS as a Purchase
Order (POPZ1) document, instead of a GAE document.

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-009 and represented by Figure 3 below.

1. The requesting department determines of the encumbrance exists in the Accounting Journal
(JACTG) table. If the encumbrance does not exist, the process continues to step 2. If the
encumbrance exists, the request is evaluated to determine if an encumbrance
modification/cancellation is required. If modification/cancellation is required see the topic on
modification/cancellation of a GAE also referenced in To Be ID AP-TB-010, otherwise proceed
to step 2. If the encumbrance is a ProcureAZ transaction then there will be a near real time
external file interfaced to AFIS.

2. The requesting department is responsible for drafting the General Accounting Encumbrance
(GAE) transaction in the system. The vendor, accounting, dollar amount, and details are
entered. Any supporting documentation may be attached to the document at this time. Upon
completion of the data entry, the GAE document is submitted and routed for approval.

25




AFIS | Accounts Payable

3. The GAE is reviewed by an authorized department level approver. If the approver determines
that the GAE document has missing or incorrect data, then the GAE document is rejected and
returned for corrections in step 2. If the approver determines that the GAE document data is
correct, then the GAE document is approved and proceeds to the next step.

4. The GAE document final submission from the department (or interfaced from ProcureAZ)
updates the Accounting Journal (JACTG) table and associated tables within AFIS. The GAE also
liquidates the pre-encumbrance if one is being referenced.

Figure 3: Create a General Accounting Encumbrance Workflow (AP-TB-009)

Step 2
Modification/ ProcureAZ Data Entry
Cancellation? Pre-Encumbrance? Submit GAE

Step 3
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Approval
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Encumbrance

¥
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AP-TB-010

Yes

Step 4
Submission

POPZ1 File
Im;rfaced .lf\rznm Updates to
rocure IACTG

There are two event types used on the General Accounting Encumbrance:

=  PRO2 - Request from External Vendor
= PRO5 - Order from External Vendor (default)

Once the GAE document has been processed, it can be used to copy forward to a General Accounting
Expense (GAX) document for disbursement.

3.4. General Accounting Encumbrance Document Components

A General Accounting Encumbrance (GAE) document has four components, also referred to as sections,
which contain the all of the information necessary to process the transaction.
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Header

The Header component is used to record information that pertains to the rest of the document, such as

a name and description.

[ENEEIINGINEIDY M Contract Details | Extended Description | Contact | Document Information

Purchase Order - Non Commod’ny{GAE)| Dept: 101 ID: STU112 Ver: 1 Function: New Phase: Final | - 01/20

Document Name:

Record Date: 11/01/2014

Budget FY: 2015

Fiscal Year: 2015
Period: 5

Document Description: STUDENT 1

Billing Location:
Shipping Location:

Delivery Date:

Cited Authority:

Escrow ID:

[ [

Actual Amount: $500.00

Closed Amount: 50.00

Closed Date:

‘Open Amount: $300.00

Open Accrual Amount: $0.00

Referenced Amount: 50.00

Vendor Total Lines: 1 Vendor Line: 1 Vendor C APPLE NC.  Legal Name: Apple Inc.
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: 3300.00 Line Open Amount: $300.00
Posting Total Lines: 1  Posting Line: 1

Eﬂit‘ ﬁ]cnw| E';cnmewam| |}D‘mam|

& print | | Processing ~ | | workfiow ~ | | Fie ~ | | 3 ciose |

Vendor

The Vendor component is used to record information on the vendor. A vendor is always required on a

GAE.

: ———— Pre—— T ——EE

State:

Web Address httpul:

Vendor Line Vendor Customer Legal Name Line Amount ~
1 APPLE INC. Apple Inc. $500.00
From 1 1o 1 Total: 1 Go to line: Dﬂ
=
Vendor Customer: APPLE ING. ﬁ\ Vendor Contact ID: ROBERT SMITH 3|
Legal Name: Apple inc. Vendor Contact Name: Robert Smtih
Alias/DBA: Vendor Contact Phone: 512.772-1924
Address Code: apooit i\ Vendor Contact Phone Ext.:
Address Line 1: 1 infinite Loop Vendor Contact Email: r smith@apple. net
Address Line 2: Fax:
City: Cupertino Fax Extension:
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Accounting

The Accounting component is used to record the event type and the amount of the encumbrance along
with the Chart of Accounts elements for the accounting transaction. An encumbrance may contain more
than one Accounting line in the Accounting component.

— = E
A
= List View
Reference | Fund Accounting | Detail Accounting ﬂ
Event Type: PROS | Budget FY: 2015
Accounting Template: & Fiscal Year: 2015
Line Description: Period: (5
Line Closed Amount: 50.00
Line Closed Date:
Line Amount: $500.00 Line Open Amount: $300.00
Reserved Funding: [l v Referenced Line Amount: $0.00
Roll Indication 1: D Outyear Adjustments Amount:
Roll Indication 2: D Obligation Amt Adjusted for $800.00
Outyear:
Related Accounting Line:
¥

Posting

The Posting component displays the updates that the encumbrance document will make, based on the
information entered into the Accounting component. There is no data entry performed in the Posting
component of an encumbrance document.

Posting Total Lines: 1 Posting Line: 1 =[]
Line T Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
PODS Encumbrance £800.00
a
! Standard PO06 Res Encumbrance $800.00
From 1 o 1 Total: 1 Gotoline:|_| 6o

3.5. General Accounting Encumbrance Document Data Entry

The data entry requirements for a General Accounting Encumbrance (GAE) document are minimal.

Header

In the Header component, on the General Information tab, the Document Description field is required,
and is used to give a brief description of the purpose of the document.

The other fields in the Header component are not required but can be entered if they should not use the
default date information.
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Vendor

Click Insert New Line on the Vendor component and use the picklist to locate the vendor.

-
Vendor Customer: | APPLE INC. ﬁ\ Vendor Contact ID:  ROBERT SMITH t'
Legal Name: | Apple Inc. Vendor Contact Name: | Roberi Smiih
Alias/DBA: Vendor Contact Phone: | 512-772-1924

Address Code: | ADO01 ﬁ\ Vendor Contact Phone Ext.:

Address Line 1: | 1 Infinite Loop Vendor Contact Email: | r smith@apple.net

Address Line 2: Fax:
City: | Cupertino Fax Extension:

A save \ ') Undo | [S+ Insert New Line | [« Insert Copied Line | i Edit with Grid

Accounting

In the Accounting component, on the General Information tab, the only required field that does not
default is the Line Amount field which is used to record the amount of the encumbrance line. The event
type, Budget FY and Fiscal Year will default.

The Fund Accounting tab is used to record the Chart of Accounts (COA) elements for the transaction.
The following COA element fields are required: Fund, Department, Unit, Appr Unit, and Object. Most of
the fields, with the exception of the Department and Object will be inferred from the Function entered
on the detail accounting tab.

If using an Accounting Template to fill in the COA fields, it can be entered or selected using the Pick List
on the General Information tab.

[ RO BTGl Reference | Fund Accounting | Detail Accounting F

Event Type: |PROS @l Budget FY: 2015
Accounting Template: & Fiscal Year:
Period:

Line Description:
Line Closed Amount: $0.00

Line Closed Date:

Line Amount: | $500.00 Line Open Amount: $500.00
Reserved Funding: W Referenced Line Amount: 30.00
Roll Indication 1: D Qutyear Adjustments Amount:
Roll Indication 2: |:| Obligation Amt Adjusted for $300.00
Outyear:

Related Accounting Line:

If using a Function code to fill in the COA fields, it can be entered or selected using the Pick List on the
Detail Accounting tab.

General Information | Reference Detail Accounting ¥
Func: 9001 &| Object: | 7599 & OBSA: &
Sub Fund: & Sub Object: & Sub OBSA: &
Department: 101 ﬁl Revenue: &l Dept Object: @l
Unit: | 0101 | Sub Revenue: | Dept Revenue: 4|
Sub Unit: &/ BSA: &/
Appr Unit: | 1010000 &) Sub BSA: &
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A General Accounting Encumbrance may contain multiple Accounting lines, and each line must have a
Line Amount and COA elements defined.

Posting

There are no data entry fields in the Posting component of an encumbrance document.

3.6. Creating a General Accounting Encumbrance Document

General Account Encumbrance (GAE) documents can be created by navigating to the Document Catalog
and using the Create link.

AcTiviTY 3.6
Create a General Accounting Encumbrance Document

Scenario
You have received a request to encumber funds for your department’s utility invoice. You will create a
General Accounting Encumbrance (GAE) document using the Document Catalog in AFIS.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Navigate to the Document Catalog.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
B. Create the new General Accounting Encumbrance document.
1. Inthe Document Catalog, click Create.
2. Inthe Code field, enter GAE.
3. Inthe Dept. field, enter the data from your student data card.
4

Check the Auto Numbering check box.
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5. Click Create.

Document Catalog

Search Fhk
= Document ldentifier

Code : |gaE ﬁ Unit :
Dept.: 101 ID:

w Other Options
Auto Numbering :
Create Template : O

6. Write down the ID number:

Purchase Order - Non Commodity(GAE) | Dept: 101  ID: 201500000011  Ver.: 1 Function: New Phase: Draft A

C. Complete the Header component of the document.
1. Inthe Document Description field, enter Utility Invoice.
2. Click on the Vendor component.

D. Create aline in the Vendor component.

1. Click Insert New Line.

2. Inthe Vendor Customer field, select the Pick List.
3. Inthe Legal Name field, enter Apple*.
4. Click Browse.
5. Select APPLE INC. (the period is a part of the name).
6. Inthe Address Code field, enter AD0OO1.
7. Select the Pick List for Vendor Contact ID.
8. Select Robert Smith.
Vendor Customer:  APPLE INC. ﬁl Vendor Contact ID: ROBERT SMITH
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code:  ADO0D1 2.- Vendor Contact Phone Ext.:
Address Line 1: Vendor Contact Email:
Address Line 2: Fax:
City: Fax Extension:
State: I ~ Web Address httpu:
Zip:
Country:
County: i‘

9. Click Save to view the inferences.
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10. Select the Accounting component.

E. Complete the Accounting component of the document.

1. Click Insert New Line.
2. Onthe General Information tab, in the Line Amount field, enter 50.00.
3. Click the Fund Accounting tab.
4. Inthe Department field, enter the data from your student data card.
5. Inthe Object field, enter 7599.
General Information | Reference Detail Accounting ﬁ
Fund: & Object: | 7599 & OBSA: &
Sub Fund: & Sub Object: & Sub OBSA: *
Department: | 101 4 Revenue: 4 Dept Object: &*
Unit: & Sub Revenue: & Dept Revenue: &
Sub Unit: & BSA: &
Appr Unit: a Sub BSA: &
6. Click the Detail Accounting tab.
7. Inthe Function field, enter the data from your student data card.
8. Click Save to view the inferences.

F. Validate and Submit the document for approval.

1.

Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document validated successfully.”

Click Submit to submit the document for approval. If submission is successful, the following
message is displayed in the upper left corner of the screen: “Document submitted
successfully — Pending Approval.”

Click Close.

Click Home in the Primary Navigation Panel to return to the Home Page.

3.7. Modify/Cancel an Encumbrance

When an encumbrance document requires modification or cancellation due to errors in the data entry

process, users can perform these actions from within the document itself. Once the user has located and

opened the document using the Document Catalog, the Edit action will create a Modification version

and the Discard action will create a Cancellation version. These new versions must be submitted and

approved by the department approver in order to update the Accounting Journal (JACTG) and other

associated tables in AFIS.

If the original encumbrance was interfaced from ProcureAZ, any modification/cancellation must be

initiated and interfaced from ProcureAZ.
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State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.

This process is referenced in To Be ID AP-TB-010 and represented by Figure 4 below.

1.

The department receives a request for an encumbrance modification/cancellation. If the
modified encumbrance is a ProcureAZ transaction then there will be an external file
interfaced near real time to AFIS as a POPZ1 document.

The requesting department is responsible for the drafting of the General Accounting
Encumbrance (GAE) modification/cancellation transaction in AFIS. For a modification, the
user accesses the existing GAE and performs an “Edit” action. A Modification version of the
GAE is created. For a cancellation, the “Discard” action is performed on the existing GAE
document. A Cancellation version of the GAE is created. Upon completion of the data entry,
the GAE modification/cancellation document is submitted and routed for department
approval.

The GAE modification/cancellation document is reviewed by an authorized department level
approver. If the approver determines that the GAE modification/cancellation document has
missing or incorrect data, then the GAE modification/cancellation document is rejected and
returned for corrections in step 2. If the approver determines that the data is correct, then
the GAE modification/cancellation document is approved and proceeds to the next step.
The GAE modification/cancellation document final submission from the department (or
interfaced from ProcureAZ) updates the Accounting Journal (JACTG) table and associated
tables within AFIS. The GAE modification/cancellation also backs out the pre-encumbrance if
one is being referenced.

Figure 4: Modify/Cancel a General Accounting Encumbrance Workflow (AP-TB-010)
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Encumbrance
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AcCTIVIT

Modify an Encumbrance Document

Y3.7

Scenario

You have received a request to correct a mistake on a General Accounting Encumbrance (GAE)
document. The wrong accounting information was entered on the document. You will create a GAE

modification document and submit it for approval.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Navigate to the document using the Document Catalog.

1.

2
3
4.
5

Click Document Catalog.

In the Code field, enter GAE.

Click Browse.

In the Secondary Navigation Panel, click Search.

In the Dept. field, enter the data from your student data card.

Open Validate Submit Copy

Code Dept. Unit

[l 6aE 101
[] Gae 101
[] GAE 101
[ saE 101
[ 6aE 101
[] Gae 101

First Prev Next Last

Menu

D Comments Version

201500000011 No
STU112 Mo

STU 1 1.3A No

STU142 Mo
STU15.1 Mo
STU 44 Mo

1

1
1
1
1
1

Function Phase Status

Hew
New
Hew
Hew
Hew

Newr

Submitted
Submitted
Submitted
Submitted
Submitted
Submitted

Date
4615
1072714
1172514
10714
1072714
1072714

User ID
Student!
Training
Training
Training
dboudrie

Training

Amount
$50.00
5600.00
£15,000.00
£100,000.00
$1,000.00
5200.00

Active
Yes
es
Yes
Yes
Yes

Yes

6. Click the ID link in the grid to search for the document you just created in the prior activity.
B. Create and edit a modification version.

1.

2
3.
4

In the Object field, enter 7597.

Click on the Fund Accounting tab.

In the bottom left corner of the document, click Edit.

In the new document screen, click on the Accounting component.
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General Information | Reference WELEXEIILIL I Detail Accounting n

Fund: | 9001 4 Obiject: | 7597 0OBSA:

Sub Fund: Sub Object: Sub 0BSA:

Revenue:

Department: | 101 Dept Object:

> B [ &

Unit: Sub Revenue: Dept Revenue:

[ [ [ [

Sub Unit: BSA:

[ B [ B 3 B

Appr Unit: 4 Sub BSA:

C. Validate and Submit the document for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

2. Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully — Pending Approval.”

3. Click Close to return to the Document Catalog.

4. Click the Home icon in the Primary Navigation Panel to return to the Home Page.

3.8. Researching Encumbrance Documents

General Accounting Encumbrance (GAE) documents can be found by searching the Accounting Journal
(JACTG). By entering the appropriate search criteria, such as Department, Unit, or Doc ID, results can be
narrowed down significantly.

Accounting Journal (JACTG) Table

There are several ways to access the Accounting Journal. Users can navigate to it using the Jump to field,
by entering JACTG, or using Page Search and entering JACTG into the Page Code field.

AcTiviTy 3.8
Search for a General Accounting Encumbrance in the Accounting Journal

Scenario
You need to verify the creation of a General Accounting Encumbrance (GAE) document so you will
search the Accounting Journal (JACTG).

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Navigate to the Accounting Journal.

1. Inthe Primary Navigation Panel, in the Jump to field, enter JACTG.
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Click Go. The Accounting Journal and Search window open.

B. Use the Search window to find a document.

1. Inthe Search window.
2. Inthe Department field, enter the data from your student data card.
3. Inthe Fund field, enter the data from your student data card.
4. Inthe Doc CD field, enter GAE.
5. Inthe Doc Dept field, enter the data from your student data card.
6. Inthe Doc ID field, enter the document you just entered in the prior activity.
RunTm: l:la Revenue : l:l
DocRecordDate: | |1 BsA:[ |
Fiscal Period: [ | Activity: [ |
Fiscal Year: l:l Major Program : l:l
ucgetrv: [ ] program: [ |
Posting Code : l:l Phase : l:l
Department : Program Period : l:l
Appr Unit : l:l Doc Dept :
Function : l:l Vendor Customer : l:l
Object: [ |
Ok Clear Cancel
7. Click Ok.

C. Examine the document information in the Accounting Journal.

1.

2

If necessary, click the line in the grid for the GAE document.

. Observe the document information in the scalar section of the page.
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3. Click Fund Accounting to expand the section.

Accounting Journal

Run Tm Document DocPstngLn DriCr Pstng Am
-+ 041272015 GAE,101,201500000011.1 1 D $50.00
04/12/2015  GAE,101,201500000011.1 1 C (§50.00)

First Prev Next Last Download

Copy Search +#k

Calculate Total  Calculated Amount :
w General Accounting
Doc Record Date : g4/06/2015 [E] Posting Pair: g

Figcal Period : 4 Posting Code : ppgs
Fiscal Year: 2015 DriCr: g
Budget FY : 245 Ln Func:l [
Fiscal Quarter : 4 Pstng Am : g5p 00
Event Category : pg IncriDers @ |
Event Type : prps RunTm : 041122015
Bank Account :

= Fund Accounting

Fund : gpgq Object: 7509
Sub Fund : Sub Object :
BSA: Revenue :
Sub BSA : Sub Revenue :
BSA Type :l—v

4. Click Fund Accounting again to collapse the section.
5. Observe the other sections of information for the selected document.

6. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= Created General Accounting Pre-Encumbrance documents

= Modified and cancelled General Accounting Pre-Encumbrance documents

= Reviewed the General Accounting Encumbrance document

= |dentified the General Accounting Encumbrance document components

= Reviewed the data entry requirements of a General Accounting Encumbrance document
= Created a General Accounting Encumbrance document

= Modified and cancelled General Accounting Encumbrance documents

= Searched for General Accounting Encumbrance documents using the Accounting Journal
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Check Your Progress

1. A General Accounting Pre-Encumbrance (GAP) document can be used when recording commodity

information.
a. True
b. False

2. The Posting component on a document requires data entry before validation.
a. True
b. False

3. What query page can be used to research Encumbrances?

a. JACTG
b. VCUST
c. Bothaandb
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4. Recording a Payment Request

Learning Objectives

In this lesson, you will:

= Review the General Accounting Expense document

= |dentify the General Accounting Expense document components

= Review the data entry requirements of a General Accounting Expense document
= Create a General Accounting Expense document

= Create a General Accounting Expense document for a split expense

=  Modify and cancel a General Accounting Expense document

= Search for General Accounting Expense documents in the Disbursement Request table
Lesson Overview

A payment is established in AFIS for goods received and/or services rendered which liquidates the
encumbrance in the process if an encumbrance is referenced on the expense document. AFIS handles
commodity-based and non-commodity-based payment documents. Non-commodity-based payments
are processed using a General Accounting Expense (GAX) based document, while commodity-based
payments are derived from ProcureAZ and interfaced into AFIS using Procurement Request (PRCPZ1)
based documents.

4.1. Non-Commodity Based Payments

A non-commodity-based payment request is also referred to as an Accounting-Based (ABS) document. In
AFIS, a non-commodity-based payment is processed using a General Accounting Expense (GAX)
document that can be created by copying forward from a General Accounting Encumbrance (GAE)
document. The submission and approval of a GAX document can fully or partially liquidate the GAE
document depending on the reference type and amount entered, providing there is a GAE referenced.
Submission and approval will update the Disbursement Request (DISRQ) table.

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-011 and represented by Figure 5 below.

1. The requesting department determines if the payment exists on the Disbursement Request
(DISRQ) table. If the payment exists, the request is evaluated to determine if a Payment
modification is required. If the payment does not exist, the process continues to step 2.
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2. The requesting department is responsible for the drafting of the General Accounting Expense
(GAX) document. The Vendor code, accounting, and dollar amount are entered onto the GAX
document. If the payment should not be consolidated with the other payments to the same
vendor, the “Single Payment” flag should be checked at this time. Also, if the payment should
be made to a Third Party Vendor, the “Pay Third Party” flag should be selected and a third
party vendor will be entered on the payee tab of the header section. Any supporting
documentation may be attached to the document at this time. Upon completion of the data
entry, the GAX document is submitted and routed for department approval.

3. The GAX document is reviewed by an authorized department level approver. If the approver
determines that the GAX document has missing or incorrect data, then the GAX document is
rejected and returned for corrections in step 2. If the approver determines that the GAX
document data is correct, then the GAX document is approved and proceeds to the next
step.

4. The GAX document final submission from the department (or interfaced from ProcureAZ)
updates the Disbursement Request (DISRQ) table, Accounting Journal (JACTG), and
associated tables within AFIS. The GAX also liquidates the encumbrance if one is being
referenced.

Following submission of the General Accounting Expense (GAX) document, if the warrant is urgent, then
a manual disbursement should be created as referenced in AP-TB-015. Otherwise, an automated
disbursement is processed as referenced in AP-TB-016.

Figure 5: Create Non-Commodity Based Payment Workflow (AP-TB-011)

Step 2
Step 1 Step 3
. o Madification/ ProcureAZ Data Entry
Request received for Relief Bill? passhivwoste RSELES " Dept
Payment Approval

ves

AP-TB-015
Approved?
BC-TB-D15 AP-TB-012 \[5
e AP-TB-016
u udates to Warrant?
DISRQ,

PRC File
Interfaced from

ProcureAZ
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4.2. Non-Commodity Based Payment Document Components

A General Accounting Expense (GAX) based document has four components, also referred to as sections,
which contain the all of the information necessary to process the transaction. These sections are the
same as the General Accounting Encumbrance (GAE) document because most GAX documents are
created by using the Copy Forward feature from a GAE document, which reduces the data entry
requirements significantly.

Header

The Header component is used to record information that pertains to the rest of the document, such as
a name and description. The Payee tab is used when designating a Third Party Payment.

General Accounting Expense(GAX)  Dept: 100 ID: INST1.2 Ver: 2 Function: Modification  Phase: Draft -

Header =l
= List View
Payee | Additional Amounts || Extended Description | Contact | Document Information
Document Name: 1099 Processing- Activity 1.2 Pre-Processing Allowed: []
Bank Account: | BKO1 ﬁl
Record Date: /|

Replacement: [ |
Budget FY: 2015

Contract Withholding Exempt: D
Fiscal Year:

Cited Authority:

Period:

[ [

Escrow ID:
Document Description: | Expenditure Document for 1082

Processing Aclivily 1.2 Actual Amount: 3545.00

Closed Amount: $0.00
Closed Date:

Open Amount: $545.00

Referenced Amount: $0.00

H Sava| %) Undo
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Vendor

The Vendor component is used to record information on the vendor and payment for an expense
transaction. When selecting an existing Vendor code, the Legal Name field, and Address information will
auto populate based on the information in the Vendor Customer (VCUST) table, and the vendor’s default
Payment address. If there is not a default payment address, the picklist next to the Address Code can be
used to find the proper payment address code. This could also be a Miscellaneous Vendor that has been
set up for use, which requires that the user enter the necessary contact and address information for the
vendor. A GAX requires a vendor to be entered.

‘General Accounting Expense{GAx:‘ Dept: 100 ID: INST1.2 Ver: 2 Function: Modification Phase: Draft ‘ -
| Header
From 1 to 1 Total: 1 Go to ine: Go
~
= List View
[V BT kLG Disbursement Options | Discount Terms | Misc Vendor ACH Details ﬂ
Vendor Customer: | VC000000251 & Vendor Contact ID: | PCO01 &
Legal Name: | instrucior 1 Vendor Contact Name: | Bob Smith
Alias/DBA: Vendor Contact Phone: | 512-723-4100
Address Code: | ADOO1 3| Vendor Contact Phone Ext.:
Address Line 1: | 1001 South IH35 Vendor Contact Email: | bobsmith@dell.com

N Address Line 2: Fax:

City: | Round Rock Fax Extenslon:

state: [Texas & Web Address http:/l:

Zip: | 78664
Country: USA
County: | MAR 2|
Maricopa
v
) save | 155 Undo ‘ [24 Insert New Line ‘ [E.4 Insert Gopied Line ‘ B4 Edit with Grid
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Accounting

The Accounting component is used to record the event type and the amount of the expense along with

the Chart of Accounts (COA) elements for the accounting transaction. An expense document may

contain more than one Accounting line in the Accounting component, which would split the impact of

the expense across multiple COA entries. The Accounting component also allows users to enter an

Accounting Template or Function in order to infer the necessary COA information. When using the Copy

Forward feature from an encumbrance document, the COA information will auto populate with the

information from the encumbrance.

Percentage Completed Before:

Percentage Completed Now:

=
Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 5545.00 50.00 $545.00 50.00 APOT W
From 110 1 Total: 1 Go to line: l:lﬂ
= List View
Reference | Fund Accounting || Detail Accounting || Service Dates | Additional Amounts n
Event Type: APO1 & Budget FY: 2015
Accounting Template: & Fiscal Year:
Line Description: | Accounting Line 1 Period:
Bank: | BKO1 &
Vendor Invoice Number:
Line Amount: | 554500 Vendor Invoice Line:
Line Closed Amount: $0.00 Vendor Invoice Date: i
Line Closed Date: Tracking Date: m
Line Open Amount: $545.00 Check Description:
Referenced Line Amount: 30.00
Interest Ineligible: [
Payment Type: ﬁ, Special Instructions Code: @\
Interest Amount From IPR: Disbursement Category: | INP &|
PY Accrual/Clearing %: Extension Reason: ﬁ |
Extension Description:
Invoice Acceptance/Sign-Off Date: /|
Billing Profile:
Central Statement BPRO:
After Accounts Payable Period: |:|

Posting

The Posting component displays the updates that the expense document will make, based on the

information entered into the Accounting component. There is no data entry performed in the Posting

component of an expense document.

From 1 te 1 Total: 1

Posti — ——— —
Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
Do11 External AE $0.00
a
1 Standard D001 TevTETs <000

Gutoine:l:lﬂ
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4.3. Non-Commodity Based Payment Document Data Entry

When using Copy Forward from a General Accounting Encumbrance (GAE) document, the data entry
requirements will be minimal. It is also possible to create a General Accounting Expense (GAX) based
document without referencing an encumbrance.

Header

In the Header component, on the General Information tab, the Document Description field is required,
and is used to give a brief description of the purpose of the document.

The other required fields in the Header component will default but can be entered if they should not use
the default date information. The other tabs in the Header component are not used in this scenario.

Vendor

Since the expense document is recording a payment to a vendor, the Vendor Customer code must be
entered or selected using the Pick List.

Choose

Browse Clear
VendoriCustomer : Legal Name : app| F*
Alias/DBA Last Name :

Vendor Active Status : [ Customer Active Status :I [

VendoriCustomer Legal Name EFT Status Lock Account
Select APPLE INC. Apple Inc. No
Select APPLE-100 Apple Inc. Mo
Select APPLE-101 Apple Inc. No
Select APPLE-200 Apple Inc. Ho
Select APVENDOR1 Apple Inc. No
Select VC000000171 Apple-101 Ho
Select WCO00000230  Apple-101 No

Cancel  First Previous Next Last

The rest of the information for the selected Vendor code will populate in this component.

Accounting

In the Accounting component, on the General Information tab, the only required field that doesn’t
default is the Line Amount field which is used to record the amount of the expense. When using Copy
Forward, this component will be auto populated with the information from the encumbrance document,
but the line amount can be changed to a lesser amount than what was on the encumbrance. If not using
Copy Forward, the information will either need to be entered manually, or by using an Accounting
Template or Function.
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The Fund Accounting tab is used to record the Chart of Accounts (COA) elements for the transaction.
The following COA element fields are required: Fund, Department, Unit, Appr Unit, and Object.

General Information | Reference Detail Accounting | Service Dates | Additional Amounts ﬂ
Fund: | 2000 & Object: | 7599 a OBSA: 4+
Sub Fund: 4 Sub Object: a Sub OBSA: 4
Department: | 100 4 Revenue: a Dept Object: 4
Unit: | 0100 hin Sub Revenue: & Dept Revenue: @
Sub Unit: 4 BSA: a
Appr Unit: | 1000000 & Sub BSA: &

If using an Accounting Template to fill in the COA fields, it can be entered or selected using the Pick List
on the General Information tab.

If using a Function code to fill in the COA fields, it can be entered or selected using the Pick List on the
Detail Accounting tab.

General Information | Reference | Fund Accounting Service Dates | Additional Amounts n
Location: | 1004 Fi Reporting: 4 Major Program:
Sub Location: 4 Sub Reporting: A Program: &
Activity: & Task: [ 100000 A& Phase: &
Sub Activity: 4 Sub Task: 987654 | At Program Period: &
Function: | 1005205 a Task Order: &
Sub Function: ﬁ

A General Accounting Expense document may contain multiple Accounting lines, and each line must
have a Line Amount and COA elements defined.

Posting

There are no data entry fields in the Posting component of an expense document.

4.4. Creating a Non-Commodity Based Payment Document

A General Accounting Expense (GAX) based document can be created by navigating to the Document
Catalog and either using the Create link to create a blank document or by selecting an encumbrance

document and using the Copy Forward feature. In this scenario, users will Copy Forward to create an
expense document from an encumbrance.
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AcTivity 4.4
Create a General Accounting Expense Document

Scenario

You have received a request to process a payment to a vendor for services rendered to your
department. You will search for the General Accounting Encumbrance (GAE) document and copy
forward to create a General Accounting Expense (GAX) document.

Setup
v' User is logged into the AFIS Home Page.
Steps
A. Navigate to the General Accounting Encumbrance document.
1. On the Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Code field, enter GAE.

2
3
4. Inthe Dept field, enter the data from your student data card.
5. Click Browse.

6

In the search results, click the ID that is on the data from your student data card.

Document Catalog

Create &k

= Document ldentifier
Code : |gaF A | Unit:
Dept. : 409 I

b User Information

b Document State

Browse Clear

Open Vahdate Submit Copy

Code Dept. Unit 1D Comments Version Function Phase Status Date User D Amount Active
[] GaE 101 201500000011 Mo 1 New Draft  Held 48/15  Student1 55000 ‘es
[] GaE 104 STU11.2 Ho 1 New Final Submitted 10¢27/14  Training 580000 ‘es
|:| GAE 11 STU11.2 Mo 2 Modification Draft Held 4i8/15  Student1 5800.00 Yes
[] Gae 101 STU 1134 Mo 1 New Final Submitted 11/25/14  Training 31500000 ‘es
[] GaE 104 STU 142 Mo 1 New Final  Submitted 107/14 Training 5100,000.00 Yes
[] Gae 101 STU 15.1 Ho 1 New Final Submitted 10¢27/14 dboudrie  $1,00000 ‘es
[[] Gae 101 STU 4.4 Mo 1 New Final  Submitted 10/27/14  Training 520000 ‘es

First Prev Mext Last

Menu
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B. Create a General Accounting Expense document.
1. Observe the Total Amount of the General Accounting Encumbrance document.

2. At the bottom of the page, click Copy Forward.

|1q' Edit | Eﬂ Copy | E’.‘p Copy Forward | |} Discard |

3. Onthe Copy Forward screen, in the Doc. Department Code, enter the data from your
student data card.

4. Check the Auto Numbering check box.
5. Verify that the Target Document Code selected is GAX.

Copy Forward

From Document

Category: aps Doc Dept: qp9
Type: aBsS Doc Unit :
Code : GaE ID: sTU 4.4
Select Entire Document : Version: 4
To Document
Doc. Department Code : g1 Document Id :
Unit Code : Auto Numbering :
Target Doc Type Target Doc Code Description
+ ABS GAX Create GAX from GAE
ABS GAEC Correct Encumbrance

First Prev Next Last

Ok Cancel

6. Click Ok. The Draft GAX document opens.
C. Complete the Header component of the General Accounting Expense document.
1. On the General Information tab, in the Document Description field, enter Training Expense.

2. Since this document is copied forward, data entry is reduced. Other required fields will
populate during Validation.
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D. Navigate to the Vendor component.

1. Observe the vendor information is automatically inferred when using Copy Forward.

Vendor Line Vendor Customer Legal Name Line Amount

1 APPLE INC. Apple Inc. $200.00 i}

From 1 to 1 Total: 1 Go to fine: I:l Ge

List View
LENEENINGTINEIGIE Disbursement Options | Discount Terms | Misc Vendor ACH Details ﬂ

Vendor Customer: | APPLE INC. & Vendor Contact ID: | ROBERT SMITH 2|
Legal Name: | Appie Inc. Vendor Contact Name: | Robert Smiih
Alias/DBA: Vendor Contact Phone: |512.772-1924
Address Code:  ADDD1 ﬁ\ Vendor Contact Phone Ext.:
Address Line 1: 1 Infintz Loop Vendor Contact Email: | r.smithi@apple.net
Address Line 2 Fax:
City: Cupertino Fax Extension:
State: lm Web Address http:/f:
Zip: | 95014
Country: USA
County: &

E. Navigate to and complete the Accounting component.

1. Click on the Accounting component to expand that component.

2. Observe the General Information tab.

3. Verify the Line Amount field contains the amount copied forward from the GAE document.
4. Click the Reference tab.
5

Click the drop down menu for Ref Type, select Final.

General Information Fund Accounting | Detail Accounting | Service Dates | Additional Amounts ﬂ
Ref Doc Code: | GAE Ref Vendor Line: |1 Debt ID: il
Ref Doc Dept: | 101 Ref Commodity Line: Schedule Number: ﬁ,
Ref Do ID: | STU 4.4 Ref Accounting Line: || Schedule Line: PNl
Ref Type: -

6. Click the Fund Accounting tab.

7. Verify that the Fund, Department, Unit, Appr Unit, and Object fields have been populated
with information copied forward from the GAE.

General Information | Reference Detail Accounting | Service Dates | Additional Amounts ﬂ
Fund: | 9001 &| Object: | 7199 & OBSA: 2|
Sub Fund: & Sub Object: & Sub OBSA: &
Department: |01 & Revenue: & Dept Object: |
Unit: | 0101 & Sub Revenue: &/ Dept Revenue: 4|
Sub Unit: 4| BSA: &
Appr Unit: | 1010000 & Sub BSA: &
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F.

49

Validate and Submit the document for approval.

1.

Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully — Pending Approval.”

Click Close.

Click Home in the Primary Navigation Panel to return to the Home Page.
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4.5. Split an Expenditure

AFIS allows for a General Accounting Expense (GAX) document to contain Accounting lines in order to
process a split expense. The GAX document can be created using the Document Catalog or by copying
forward from a General Accounting Encumbrance (GAE) document.

AcTivity 4.5
Create a Split Accounting Distribution Document

Scenario

You have received a request to process a payment with multiple budget lines so you will create a
General Accounting Expense (GAX) document with an additional Accounting line to split the payment
evenly between two Units.

Setup
v" User is logged into the AFIS Home Page.
Steps
A. Create a new General Accounting Expense document using the Document Catalog.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.
Click Create.

2

3

4. Inthe Code field, enter GAX.

5. Inthe Dept field, enter the data from your student data card.
6

Click the Auto Numbering check box.

Document Catalog

Search &k

= Document ldentifier
Code : |gax | Unit :
Dept.: 101 ID:

= Other Options
Auto Numbering :
Create Template : |

7. Click Create.
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B. Complete the Header component General Information tab.

1.
2.

In the Document Description field, enter Training Split Expense.

Click on the Vendor component at the bottom of the page.

C. Complete the Vendor component General Information tab.

1.

L 0 N o U~ W N

Click Insert New Line.

In the Vendor Customer field, click the pick list.

In the Legal Name field, enter Apple Inc.

Click Browse.

In the grid select Apple Inc.

In the Address Code field, click the pick list.

In the grid, click the Select link for Address ID ADOO1.
In the Vendor Contact ID field, click the pick list.

Select Robert Smith.

[eEL EIR L v E GOl Disbursement Options | Discount Terms | Misc Vendor ACH Details

Vendor Customer: | APPLE INC. a& Vendor Contact ID: ROBERT SMITH

Legal Name: Vendor Contact Name:

Alias/DBA: Vendor Contact Phone:
Address Code: | ADOO1 ﬁ Vendor Contact Phone Ext.:
Address Line 1: Vendor Contact Email:
Address Line 2: Fax:
City: Fax Extension:
sate:| V] Web Address http:i:

Zip:

Country:

County: 4

[

10. Click on the Accounting component at the bottom of the page.

D. Complete the Accounting component General Information tab.

E.

51

1.
2.

Click Insert New Line.

In the Line Amount field, enter 100.

Complete the Fund Accounting tab and Detail Accounting tabs.

1.

2
3.
4

Click the Fund Accounting tab.

In the Fund field, enter the data from your student data card.

In the Department field, enter the data from your student data card.

In the Unit field, enter the data from your student data card.
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5. Inthe Appr Unit field, enter the data from your student data card.
6. Inthe Object field, enter 7599.
General Information | Reference Detail Accounting | Semwvice Dates | Additional Amounts ﬂ
Fund: 9001 a& Object: | 7599 & 0BSA: a
Sub Fund: & Sub Object: a Sub OBSA: &
Department: | 101 & Revenue: & Dept Object: 4
Unit: 0101 & Sub Revenus: & Dept Revenue: &~
Sub Unit: &® BSA: i
Appr Unit: 1010000 & Sub BSA: &
7. Click the Detail Accounting tab.

In the Location field, enter the data from your student data card.

In the Task field, enter the data from your student data card.

10. Click Save.

General Information | Reference | Fund Accounting EESENFEYSILINE Service Dates | Additional Amounts ﬂ

Location: | 1014 a Reporting: & Major Program:
Sub Location: & Sub Reporting: & Program: &
Activity: & Task: 101000 |4 Phase: &
Sub Activity: & Sub Task: @ Program Period: &
Function: & Task Order: &
Sub Function: a

F. Insert and complete a second Accounting line.

1. Click Insert New Line and click the General Information tab.

2. Inthe Line Amount field, enter 75.99.
G. Complete the second Accounting line Fund Accounting tab, Detail Accounting tabs.
1. Click the Fund Accounting tab.
2. Inthe Fund field, enter the data from your student data card.
3. Inthe Department field, enter the data from your student data card.
4. Inthe Unit field, enter the data from your student data card.
5. Inthe Appr Unit field, enter the data from your student data card.
6. Inthe Object field, enter 8143.

General Information | Reference MINGEFASSITNTIVE Detail Accounting | Service Dates | Additional Amounts ﬁ

Fund: | 9001 & Object: | 8143 a OBSA: &
Sub Fund: a Sub Object: 4 Sub OBSA: 4
Department: | 101 i Revenue: & Dept Object: 4
Unit: | 0104 & Sub Revenus: & Dept Revenue: &
Sub Unit: a& BSA: 4@
Appr Unit: | 1010000 a& Sub BSA: 4
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7.
8.
9.

Click the Detail Accounting tab.
In the Location field, enter the data from your student data card.

In the Activity field, enter 123456.

10. In the Task field, enter the data from your student data card.

11. Click Save.
General Information | Reference | Fund Accounting Service Dates | Additional Amounts ﬂ
Location: | 1014 4 Reporting: a Major Program:
Sub Location: & Sub Reporting: a Program; &
Activity: 123456 |4 Task: [101000 |4 Phase: &
Sub Activity: & Sub Task: R Program Period: i
Function: a Task Order: a
Sub Function: &

H. Validate and Submit the document for approval.
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1.

Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully — Pending Approval.”

Click Close.

Click Home in the Primary Navigation Panel to return to the Home Page.
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4.6. Modify or Cancel an Expenditure

When an existing General Accounting Expense (GAX) document needs to modified or cancelled, a new
version of the original document is created as a modification or cancellation version. After the creation
of a GAX modification/cancellation version, they are submitted and routed to workflow for approval.

Documents that are in Draft phase can be changed at any time by clicking the Edit button. Once a
document is approved, it reaches the Final phase and is accepted into AFIS. If a document in Final phase
requires modification, the Edit feature will create a new version of the document. Previous versions of
the document are set to Historical-Final and will appear with that phase in the Document Catalog.

Code Dept. Unit D Comments Version Function Phase Status Date UzerID Amount Active

[ Gax 101 150408000025 MNo 1 New Draft Held 48115 Student1 £200.00 Yes
[ Gax 101 150408000026 Mo 1 New Draft Held 4815 Student1 §175.99  Yes
D GAX 101 STU11.2 No 1  New Final Submitted 11/12/14  Training 5545.00 Yes
[ Gax 101 STU 1134 No 1 New Final Submitted 11/25/14  Training £6,000.00 Yes
[ Gax 101 STU 1 1.36 No 1 New Final Submitted 11/25/14  dboudrie §530.00 Yes
I:‘ GAX 101 STU 142 No 1  New Final Submitted 10/7/14 Training $100,000.00 Yes
[ Gax 401 STU146 No 1 New Final Submitted 10/27/14  Training £50.00 ‘es
] Gax 101 STU153 Mo 1 New Historical (Final) Submitted 10/27/14  Training5 §50.00 Yes
I:‘ GAX 101 STU153 No 2 Cancelation Final Submitted 10/27/14  Training5 550.00 Yes
[ Gax 401 STU153 A Ho 1 New Final Submitted 10/27/14  Training5 850.00 ‘es
First Prev Nexi Last

Modifications can only be made to a payment request (GAX) before it has been disbursed, through the
manual or automated disbursement process. If the Closed Amount is $0.00 and the Closed Date on the
Header component is not populated, then the payment request has not been closed and can still be
modified. If it is only partially closed, look at the Closed Amount and Closed Date fields on the
Accounting component to determine if the line that requires modification is closed.

Once a payment request (GAX) has been disbursed (closed), changes cannot be made until the warrant
paying the Accounting line has been cancelled and the payment request is re-opened if the hold
cancellation type is used.

Modifications made to a payment request (GAX) that references another document can also impact the
referencing document.
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AcCTIvITY 4.6
Modify a General Accounting Expense Document

Scenario
You have received a request to modify a General Accounting Expense (GAX) document that has incorrect
data. You will locate the document, then edit and submit it for approval.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Locate the existing GAX document.
1. Inthe Secondary Navigation Panel, click Search.
Click Document Catalog.
In the Code field, enter GAX.

2
3
4. Inthe Dept field, enter the data from your student data card.
5. Click Browse.

6

In the grid below, click the ID of the document to open the GAX on the data from your
student data card.

General Accounting Expense(GAX) Dept: 101 ID: STU146 Ver: 1 Function: New Phase: Final -

M =
= List View

e HELIETT Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Pre-Processing Allowed: [ ]

Bank Account: &
Record Date: 11/01/2014 iz Replacement: [ ]
Budget FY: 2015
Contract Withholding Exempt: D
Fiscal Year: 2015 Cited Authority:
ited Authority:
Period: 5

[ |3

Escrow ID:
Document Description: Training Expense
Actual Amount: $50.00
Closed Amount: $0.00
Closed Date:
‘Open Amount: $50.00

Referenced Amount: $0.00

B. Create and edit a modification version of the GAX document.
1. Atthe bottom of the page, click Edit. A new modification version is created.
2. Click on the Accounting component.
3. On the General Information tab, in the Line Amount field, enter 130.00.
4. Click Validate.
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5. Click on the Posting component.

6. Observe the posting amounts.

Posti P Posting Line: 1 =
iFr= Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
o011 External AE 580.00
1 Standard _ an
oo Disb Payable 580.00
From 1 to 1 Total: 1 Go to line: I:l Go

C. Validate and Submit the document for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

2. Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully — Pending Approval.”

3. Click Close.

4. Click Home in the Primary Navigation Panel to return to the Home Page.

56



AFIS | Accounts Payable

4.7. Researching Expense Documents

General Accounting Expense (GAX) documents can be found by searching the Disbursement Request
(DISRQ) page. By entering the appropriate search criteria, such as Vendor Code or Scheduled Payment
Date, results can be narrowed down significantly.

Disbursement Request (DISRQ)

The Disbursement Request (DISRQ) page contains all the information necessary for the generation of
payments during the Automated Disbursement process. The DISRQ page primarily gets updated with
payment requests recorded on expense document codes. Once a document is disbursed it will be
removed from this table. It is the event type used on the expense document that determines whether or
not the DISRQ page is updated. All of the information on the DISRQ is grouped together into sections
that can be expanded or collapsed as needed.
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The grid at the top of the DISRQ displays all of the expense and payment request documents that have
been posted in AFIS.

Disbursement Request

Document Vendor Code Legal Name Accounting Line Amount
« GAX 100 INST 1.2 VC000000261  Instructor 1 £545.00
GAX 100INST 1.34 0000010299 PH MEM HOSP DBA PHX HLT PLN 5$6,000.00
GAX 100INST 1.36 0000010299 PHX MEM HOSP DBA PHX HLT PLN $530.00
GAXA00INSTRUCT 53 VC000000169  Dell-100 $50.00
GAX 100 INSTRUCT 6.2 APPLE INC. Apple Inc. $500.00
GAX101,5TU 112 VC000000231  Student 1 $545.00
GAX1015TU11.3A 0000010299 PHX MEM HOSP DBA PHX HLT PLN $6,000.00
GAX.101,5TU 1 1.36 0000010289 PHX MEM HOSP DBA PHX HLT PLN 5530.00
GAX 101.5TU 142 PLACEHOLDER Placeholder Vendor 5100,000.00
GAX1015TU 146 VC000000231  Student 1 £50.00

First Prev Nexd Last

Save Undo Search &

< Vendor
Doc Code : gax Legal Name : jpstructor 1
Doc Dept: g9 Vendor Alias Name :
DocID: ysT 1.2 Address Code : anpgq
Vendor Line Number : q Address 1: 1001 South IH35
Date of Record : 11/12/2014 Address 2:
Vendor Code * vcoo0000251 City : nound Rock
Vendor Contact ID : poogq State : Texas
Bob Smith Zip Code : 73654
Phone : 5127254100 Taxpayer ID Number :

Phone Extengion : Taxpayer ID Type :

Email Address : com Mi 11 Vendor Flag : yg
Fax Number : Traveler ID :
Fax Extension : Trip D :

Payment Method :

b Payee

b Disbursement Control

P Automated Payment Hold

b Commodity

b Accounting

b Reference Information

b Award Information

b Agreement Information

b Discount Information

b Misc Vendor ACH Details

Updates to the DISRQ are also made by the Disbursement Management (DISBM) and Disbursement
Management by Document (DISBMD) pages.
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Disbursements Query (DISBQ)

The Disbursements Query (DISBQ) page displays a summary of information from the disbursement
documents in AFIS as well as from the Check Reconciliation and Paid Check tables. The DISBQ provides
numerous search fields that can be used to narrow down the list of documents. The Search window
requires that a value is entered for Vendor/Customer, Payee, Document Record Date, or Check/EFT
Status in order to display any results. Once the desired document has been located, the links provided
allow users to view the Disbursement Detail Query (DISBDQ), Intercept Activity, and Retainage Detail
pages for the selected document.

Disbursement Query
Menu Back
Search
Disbursement Document Vendor Code WVendor Name Payee Name TravelerD Check Amount |ssued Date Check/EFT Number Check Status
-~ ADAAA 1403260000562 APPLE INC. Apple Inc. Apple Inc. £150.00 08/26/2014  000000070000006 Cancelled
ADJICA 140326000063 1 APPLE INC. Apple Inc. Apple Inc. $192.00 08/26/2014  000000070000009 Warranted
First Prev Next Last
Record Date : (g/25/2014 Total Discount Amount : g g
Dizburgement Doc Type : ap Total Penalty Amount: gg g0
Disbursement Doc Code : Total Interest Amount: gq gg
Disbursement Doc Dept: ppp Total Backup Withholding Amount : gq gg
Disbursement Doc ID: 140525000056 Total Contract Withholding Amount: gq gg
Payee Code : Total default Intercept Fee Amount: gg gg
Payee Name: pppieinc. Total Supplementary Intercept Fee Amount: gj gg
Payee Indicator : s Total Retainage Amount: gq gg
Total Accounting Line Amount: 15000 Total Freight Amount: gq g
Total Intercept Amount : g gp Total Use Amount: gq.0p
lzsued Date : g/25/2014 Total Tax Amount: g gg
Check/EFT Number: gpo000070000005 Cancel/Reclass Reason: [V
Check Status : I—V Vendor Code: aAppLE NG
Cleared Date : Vendor Name : appie inc.
Check Amount: 515000 Traveler ID:
Dizsbursement Category : T5T1
Top
-f Disbursement Detall Query - Intercept Activity - Retainage Detal = Accrual Inquiry
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The Disbursement Detail Query (DISBDQ) displays detailed information from the disbursement

documents in AFIS as well as from the Check Reconciliation and Paid Check tables. The DISBDQ, allows

users to see which payment request documents were referenced by the disbursement document

selected on the DISBQ page.

Disbursement Detail Query

Browse Clear
Disbursement Doc Type :m
Disbursement Doc Code : ap
Disbursement Doc Dept: aapn
Disbursement Doc ID: 1405326000056
Payment Request Doc Code :
Payment Request Doc Dept:
Payment Request Doc 1D :
Vendor Code :
Traveler ID:
Payee Code:
Vendor Invoice Number :
Check /EFT Number :

Line Amount:

Copy First Prev Mext Last

 Disbursement Query

 Check Reconciliation

[ |

[

Intercept Amount :

Discount Amount :

Penalty Amount :

Interest Amount :

Backup Withholding Amount :

Contract Withholding Amount :

Default Intercept Fee Amount :
Supplementary Intercept Fee Amount :

Retainage Amount:

[

Freight Amount :

Tax Amount :

Cancel/Reclass Reason: I v

DisbursementDocid D% | paymentpocip = Bavee Payee Vendor Invoice vendor
- Line Name Indicator Number Invoice Line
v ADAAA 1405260000562 1  GAXICAICBK07-06.2 Apple Inc. v

o Accrual Inquiry

Line
Amount

$150.00

Contact
Name

Contact
Number

Check/EFT
Number

000000070000006
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Activity 4.7
Search for a General Accounting Expense Document

Scenario
You need to research a General Accounting Expense (GAX) document to determine when a payment was
processed. Use the Disbursement Request (DISRQ) table to locate the document information.

Setup

v" User is logged into the AFIS Home Page.
Steps
A. Navigate to the Disbursement Request table.

1. Inthe Primary Navigation Panel, in the Jump to field, enter DISRQ.
2. Click Go. The Disbursement Request (DISRQ) table opens.

Dizbursement Request

Document Vendor Code Legal Name Accounting Line Amount
» GAX 100 INST 1.2 VC000000261  Instructor 1 $545.00
GAX, 100,INST 1.34 0000010299 PHX MEM HOSP DBA PHX HLT PLN 6,000.00
GAX, 100 INST 1.368 0000010299 PHX MEM HOSP DBA PHX HLT PLN 5530.00
GAX A00NSTRUCT 5.3 VC0O00000169  Del-100 550.00
GAX, 100 INSTRUCT 6.2 APPLE INC. Apple Inc. 5500.00
GAX1015TU112 VC000000231  Student 1 5545.00
GAX1015TU 1134 0000010299 PHX MEM HOSP DBA PHX HLT PLN 56,000.00
GAX,101,5TU 1 1.36 0000010299 PHX MEM HOSP DBA PHX HLT PLN 5530.00
GAX.101,5TU 142 PLACEHOLDER Placeholder Vendor 5100,000.00
GAX1015TU 1486 VC000000231  Student 1 550.00

First Prev Next Last

Save Undo Search @R

= Vendor
Doc Code : gpy Legal Name ! jnstructor 1
Doc Dept: qqp Vendor Alias Name :
DocID: 5T 1.2 Address Code : anpoq
Vendor Line Number: 4 Address 1: 1001 South H35
Date of Record : 11/12/2014 Address 2:
Vendor Code : \cp00000261 City : Round Rock
Vendor Contact 1D : prpgq State ! Teyas
Bob Smith Zip Code : 73554
Phone : 512.728-4100 Taxpayer ID Number :

Phone Extension : Taxpayer ID Type :

Email Address : popsmith@dell.com Miscellaneous Vendor Flag : g
Fax Number : Traveler ID:
Fax Extension : Trip ID:
Payment Method :

B. Locate the General Accounting Expense document information.

1. Below the grid, click Search.
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2. Inthe Search pop-up window, in the Doc ID field, enter the document ID you just entered in
the prior activity.

3. Click Ok to return to the Disbursement Request table.

4. Inthe grid, click the line for the document to view the details in the scalar at the bottom of
the page.

5. Inthe scalar, click Disbursement Control, to expand that section.

6. Observe the Scheduled Payment Date on the document.

« Vendor
Doc Code : gax Legal Name : Spugent 1
Doc Dept: qp9 Vendor Alias Name :
DocID: 5Ty 145 Address Code ! angnq
Vendor Line Number: 4 Address 1: 1004 South IH35
Date of Record : 11;01/2014 Address 2:
Vendor Code : ycoo0000231 City : Round Rock
Vendor Contact 1D : pggpq State : Texas
Bob Smith Zip Code : 73564
Phone : 512.728 4100 Taxpayer ID Number :

Phone Extension : Taxpayer ID Type :

Email Address : i s Vendor Flag : 1
Fax Number: Traveler ID:
Fax Extension : TripID:

Payment Method :

b Payee

= Disbursement Control

Scheduled Payment Date : {1,05/2014 = Digsbursement Format : ywap &
Single Payment : D Digsbursement Category : |yp &
Handling Code : A Disbursement Type : yyarrant
Online Disb Request: D Consolidation Object 1:
Disbursement Management : O Consolidation Object 2:
User Hold : D Consolidation Object 3 :
Restricted @ O Consolidation Object 4 :
Hold Payment Reason : A ‘Consolidation Object 5:
System Hold Flag : o Consolidation Object 6: qp1
System Hold Reason ® gjank Sort Object 1:
Priority : gg A2 Sort Object 2:
Payment Type : Contract Withholding Exempt : O
Scheduling Reason Code : A

7. Click Home in the Primary Navigation Panel to return to the Home Page.
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Lesson Summary

In this lesson, you:

= Reviewed the General Accounting Expense document

= |dentified the General Accounting Expense document components

= Reviewed the data entry requirements of a General Accounting Expense document
= (Created a General Accounting Expense document

= Created a General Accounting Expense document for a split expense

= Modified and cancelled a General Accounting Expense document

= Searched for General Accounting Expense documents in the Disbursement Request table

Check Your Progress

1. General Accounting Expense documents should be created using Copy Forward from

General Accounting Pre-Encumbrance draft documents
General Accounting Pre-Encumbrance final documents
General Accounting Encumbrance draft documents

Q 0o T w

General Accounting Encumbrance final documents
2. When using Copy Forward to create a General Accounting Expense document the COA information
will auto populate.
a. True
b. False
3. The event type used on a General Accounting Expense document determines if updates are made to
the Disbursement Request table.

a. True
b. False
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5. Additional Functionality in a Payment
Document

Learning Objectives

In this lesson, you will:

= Review the partial payment options

= |dentify the different disbursement options on a payment request document
= Create a manual disbursement

= Cancel a manual disbursement

= Search for disbursements on the Accounting Journal and Check Reconciliation tables

Lesson Overview

In AFIS, there are other options for processing payments that will be needed in certain situations. Partial
payments can be created which will only partially liquidate reference encumbrance documents.
Disbursement options for payments are available for specific scenarios, such as creating a consolidated
payment or applying a discount. When an on-demand payment needs to be processed, users can create
a manual disbursement instead of waiting for the automated disbursement process to run.

5.1. Partial Payment Options

In AFIS, expense documents can be processed as full or partial payments. A partial payment partially
liguidates the referenced encumbrance. Partial payments use a Ref Type of Partial for a non-full
payment that does not completely close out the encumbrance or a Ref Type of Final for a non-full
payment that closes out the encumbrance.
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AcTiviTy 5.1
Create a Partial Payment

Scenario
You have received a request to process a partial payment that does not completely liquidate the
referenced encumbrance.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Navigate to the General Accounting Encumbrance document.
1. On the Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Code field, enter GAE.

2
3
4. Inthe Dept field, enter the data from your student data card.
5. Click Browse.

6

In the search results, click the ID of the GAE document on the data from your student data
card.

Document Catalog

Create &k

+ Document Identifier
Code : gaE | Unit:
Dept.: 104 ID:

b User Information

b Document State

Browse Clear

Open Vabdate Submit Copy

Code Dept. Unit ] Comments WVersion Function Phase Status Date User 1D Amount Active
[] Gae 101 201500000011 Ho 1 New Draft Held 4815 Student1 $50.00 Yes
[] aE 101 STU11.2 No 1 HNew Final Submitted 10/27/14  Training $800.00 Yes
[] GaE 101 STU11.2 No 2 Modification Draft Held 4815 Studentt 3800.00 Yes
[] GAE 101 STU11.3A No 1 HNew Final Submitted 11/25/14  Training  $15,000.00 Yes
[] GAE 101 STU14.2 No 1 HNew Final Submitted 10/7/14  Training $100,000.00 Yes
GAE 101 STU15.1 No 1 New Final Submitted 10/27/14 dboudrie  $1,000.00 Yes
[] GAE 101 STU44 No 1 New Final Submitted 10/27/14  Training 5200.00 Yes

First Prev Next Last

Menu
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B. Create a General Accounting Expense document.
1. Observe the Actual Amount of the GAE document.

2. At the bottom of the page, click Copy Forward.

Purchase Order - Non Commodity(GAE) | Dept: 101 ID: 5TU151 WVer: 1 Function: New Phase: Final || ~
icie, =NE|
= ListView | 4
[ RGBT Contract Details | Extended Description | Contact | Document Information
Document Name: Billing Location: &
Shipping Location: 1‘
Record Date: 10/27/2014 B
Delivery Date: B
Budget FY: 2015
Cited Authority: &
Fiscal Year: 2015
) Escrow ID: el
Period: 4 =
| Document Description: For Training Actual Amount: $1,000.00
Closed Amount: 50.00
Closed Date:
Open Amount: $1,000.00
Open Accrual Amount: $0.00

Referenced Amount: 50.00 v}
Vendor Total Lines: 1 Vendor Line: 1 Vendor Customer: APPLE ING.  Legal Hame: Apple Inc.
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $1,000.00 Line Open Amount: $1,000.00
Posting Total Lines: 1 Posting Line: 1
[ Edit ‘ 3 Oﬂuy‘ [% Copy Forward ‘ [% Discard ‘ = Prinll Frocessing ~ | | Workiow = | | Fie ~ | | close‘

3. Onthe Copy Forward screen, in the Doc Department Code, enter the data from your student
data card.

4. Check the Auto Numbering check box.
5. Verify that the Target Document Code selected is GAX.
6. Click Ok. The Draft GAX document opens.

I General Accounting Expense(GAX) | Dept: 101 1D: 150408000027 WVer: 1 Function: New Phase: Draft -

7. Write down the ID number:

C. Complete the Header component of the General Accounting Expense document.
1. On the General Information tab, in the Document Description field, enter Partial Payment.

2. Since this document is copied forward, data entry is reduced. Other required fields will
populate during Validation.

D. Navigate to and complete the Accounting component.
1. Click the Accounting component to expand that component.

2. Observe the General Information tab.
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3. The Line Amount field contains the amount copied forward from the GAE document, instead

of that amount enter in 700.00.

Accounting Tofal Lines: 1 _Accounting Line: 1 Line Amount: $1,00000 _Line Open Amount: $1,000 00 ==
i an
Reference | Fund Accounting | Delail Accounting | Service Dates | Additional Amounts
EventType: ARO1 2 Budget FY: 2015
Accounting Template: &*| Fiscal Year:
Line Description: Period:
Bank: |
Vendor Invoice Number:
Line Amount: 700 Vendor Invoice Line:
Line Closed Amount: 50.00 Vendor Invoice Date: =
Line Closed Date: Tracking Date: |
Line Open Amount: $1,000.00 Check Description:
Referenced Line Amount: 50.00
Interest Ineligible: [ ]
Payment Type: 2 Special Instructions Code: & v
H save ‘ < Undo‘ [24 Insert Hew u'nel [E4 Insert Copied Ijne‘ Eé Edit with Grid
4. Click on Reference tab.
5. Verify the Ref Type is Partial.
General Information Reference Fund Accounting | Detail Accounting | Semvice Dates || Additional Amounts ﬂ
»
Ref Doc Code: | GAE Ref Vendor Line: |1 Debt ID: ﬁ-
Ref Doc Dept: | 101 Ref Commodity Line: Schedule Number: ﬁ,
RefDocID: | STU15.1 Ref Accounting Line: 1 Schedule Line: |
Ref Type: IPamaI W
6. Click the Fund Accounting tab.
7. Verify that the Fund, Department, Unit, Appr Unit, and Object fields have been populated
with information copied forward from the GAE.
General Information | Reference WITLGLFYWOILTIM Detail Accounting | Service Dates | Additional Amounts ﬂ
Fund: 2001 A Object: | 7599 | 0BSA: 4|
Sub Fund: 4| Sub Object: Rl Sub OBSA: &
Department: 101 & Revenue: & Dept Object: &
Unit: 0101 ﬁ- Sub Revenue: ﬁw Dept Revenue: i-
Sub Unit: 4| BSA: 4
Appr Unit: | 1010000 A Sub BSA: hi

E. Validate and Submit the document for approval.

1.
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Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully.”

Click Close.

Click Home in the Primary Navigation Panel to return to the Home Page.
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F. Navigate to the General Accounting Encumbrance document.
1. Onthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
3. Inthe Code field, enter GAE.
4. Inthe Dept. field, enter the data from your student data card.
5

Click Browse.
Document Catalog
Creale &bk
« Document Identifier
Code : [gaE Q Unit :
Dept.: 401 ID:

b User Information

b Document State

Browse Clear

6. Inthe search results, click the ID of the GAE document enter the data from your student data
card.

G. Review a General Accounting Encumbrance Document.
1. Observe the Actual Amount of the General Accounting Encumbrance document.
2. Observe the Closed Amount of the General Accounting Encumbrance document.

3. Observe the Open Amount of the General Accounting Encumbrance document.

Order - Non C ity(GAE) Dept: 101 ID: STU151 Ver: 1 Function: New Phase: Final -
mbi2dles =
= Lisl View
[ BRI GO EIT I Contract Details | Extended Description | Contact | Document Information
Document Name: Billing Location: &
Shipping Location: &
Record Date: 10/27/2014 B
Delivery Date: /|

Budget FY: 2015

Cited Authority: |
Fiscal Year: 2015
Escrow ID: &
Period: 4
Document Description: For Training Actual Amount: 51,000.00

Closed Amount: $700.00
Closed Date:
Open Amount: $300.00
‘Open Accrual Amount: $0.00

Referenced Amount: £700.00

4. Click Home in the Primary Navigation Panel to return to the Home Page.
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5.2. Identify Different Disbursement Options on a Payment
Document

The following options are available on a payment document for disbursement.

=  Payment Consolidation

= Single Payment

= Hold Warrant for Pickup

=  Request Same Day Payment
= Paya Third Party

= Apply a Discount

Payment Consolidation

All payments are consolidated by document department.

Single Payment

When the Single Payment Flag on the Vendor/Customer record is selected, the vendor will receive one
warrant/electronic fund transfer (EFT) per unique payment document (GAX). If this flag is not checked,
then the payments are grouped in the disbursement by agency.

With the Single Payment check box, users can require that a single warrant is issued to a vendor for each
payment transaction; this overrides the Payment Consolidation rule. If the Single Payment box is
checked, then warrants will not consolidate with other payment made by same department, even if
more than one expenditure document disburses a warrant for the same vendor.

= Disbursement Options
Category : pych & Hold Payment : | [
Description : payment Consolidation Te: Hold Payment Authorized By : &
Default Type : ywarrant Hold Payment Authorized On :
Default Priority : gg A Hold Reason :
Default Format: ywap S
Default Format Description :
Scheduled Payment Day : Prevent New Spending : l—il
Single Payment Indicator : | [ Third Party Code : &
Name on Check : [ egaltiame| v | Third Party Name :
Third Party Approved By : o
Third Party Approved On :
Third Party Reason :
Always Infer Third Party Vendor: | ]
Third Party Address ID: o
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The accepted way to override Payment Consolidation is to apply to a single payment, create a General
Accounting Expense (GAX) document and on the Vendor component Disbursement Options tab check
the Single Payment check box.

Discount Terms | Misc Vendor ACH Details -ﬂ
Disbursement Category: PYCN ﬁ EFT Status: lm
Schedule Payment Date: E Handling Code: t
Dizbursement Priority: 99 ﬁ On Line Disbursement Rgst: D
Disbursement Type: Taxpayer Id:
Disbursement Format: ﬁ Taxpayer Id Type: l—il
single Payment: [ | Pay Third Party: ]

Hold Warrant for Pickup

When a payment is created, Hold for Pickup can be indicated on the document. On the Vendor
component Disbursement Options tab in the Disbursement Category field, enter or select PULL from the
picklist.

Pay a Third Party

Special payment arrangements can be specified when payment should not be made to the vendor
identified in the Vendor/Customer field on the payment. There are three ways to pay a third party:

= |f the Vendor is set up to Always Infer Third Party Vendor on the Vendor/Customer (VCUST)
table, then no action is required.

= |f the Vendor has a third party assigned to it on the Vendor/Customer (VCUST) table but is not
set up to Always Infer Third Party Vendor, then the option exists to Pay Third Party on the
payment request.

= [f there is no assigned third party for the Vendor, then users can designate a one-time payment
to a third party that is flagged as eligible to receive a payment. To be eligible, the vendor must
already exist, be active, and be flagged as a Third Party Vendor on the VCUST table.

The third scenario allows the user to enter payments to an ad hoc payee. Payment to a third party payee
is designated on the Header component Payee tab of the payment document, by entering the payee’s
information manually. Also, the Pay Third Party field in the Vendor component is not checked since this
would block the Payee fields on the Header from data entry.

Apply a Discount

Discount Terms are most commonly entered on the Payment Request document or inferred from the
vendor terms and are calculated during the overnight process. The discount terms are available for
review on the Payment Request document. The Payment Request represents the final point in which
Discount Terms may be changed.
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While the payment is outstanding, the Discount Amount field on the payment Header is $0. After the
payment is disbursed and the discount is taken, the discount amount will change to an amount greater
than $0, which represents the amount taken in discount.

How Discounts are Determined

In a General Accounting Expense (GAX) or PRCPZ1 document, the number of days entered in the Days 1-
4 fields on the Discount Terms tab of the Accounting line, indicate the amount of days that can elapse
between the Invoice Date or the service to and from dates and the Disbursement Date in order for the
corresponding Discount Percentage to be applied to the payment.

General Information | Disbursement Options Misc Vendor ACH Details £

Days 1: 5 Percent 1: 50000 Discount Always 1:

Days 2: Percent 2: Discount Always 2:

Days 3: Percent 3: Discount Always 3:

O00®

Days 4: Percent 4: Discount Always 4:

When disbursements process a payment, the discount schedule is applied. If the payment day falls
within one day of a specified number of days, then the corresponding percentage is applied. If an
Invoice Date is not entered on the Payment Request document, the service to and from dates will be
used to calculate the discount days. The service to and from dates on an expenditure document will
default to the current date if not entered.

For example, using the following discount schedule:

Number of Days Percentage
5 3%
15 2%
16 or greater 0%

If the payment is processed 12 days from the Invoice Date, then a 2% discount would be deducted from
the payment.

5.3. Manual Disbursement

A Manual Disbursement (MD) document is used to record manually written warrants in AFIS or to record
warrants issued outside of AFIS but recorded for reconciliation purposes for warrant reconciliation. On-
Demand warrants are usually issued immediately, when the recipient of the warrant cannot wait for the
normal disbursement. A Manual Disbursement can be used to do the following:

= Record a manually written warrant or warrant in AFIS after it has been written

= Record a Manual Disbursement with the warrant data to be printed on the physical warrant.
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In order to simplify data entry, following the creation, submission, and approval of a General Accounting
Expense (GAX) document, a Manual Disbursement can be created by copying forward from the GAX
document.

Besides a basic disbursement, there are several situations that require a modified process. These include
the following:

=  External Warrant — warrants issued out of a system other than AFIS
=  Wire Transfer (MDWT1)
=  Miscellaneous Vendor

Manual Disbursement (MD) documents update the Accounting Journal (JACTG) and Check Reconciliation
(CHREC) tables.

Basic Disbursement

A basic disbursement is created by copying forward from a General Accounting Expense (GAX)
document. The data entry requirements for a basic disbursement are minimal because most of the data
is pulled from the source document.

External Warrant

When a warrant has been written outside of AFIS and needs to be recorded as a disbursement, a manual
disbursement is used to record the transaction. An externally written warrant requires manual creation
of a Manual Disbursement (MDCC1 or PMD1) document with a Disbursement Type set to Warrant. For
example; warrants issued out of HRIS.

Code Dept. Unit 1D Comments Version Function Phase Status Date User ID Amount Active
[] mpcet1 Aaa JPTEST10 No 1 New Draft Rejected 10/3/14 slandis 5000 Yes
[] mocet DEA DEBK29-01 MNo 1 New Final Submitted 9/22/14  slandis 5520.44 Yes
[] mpcct1 DEA DEBK30-02 No 1 New Final Submitted 9/22/14 slandis 540000 Yes
[] mpcet1 DEA DEBK31-01 MNo 1 New Historical (Final) Submitted 9/22/14 slandis $555.55 Yes
[] mpcct1 DEA DEBK31-01 MNo 2 Cancellation Final Submitted 10/3/14 slandis $555.55 Yes
[] mocet DEA LEU0250001 No 1 New Draft Rejected 9/15/14 krobinson $1,000,000.00 Yes
[] mpcct1 DEA LEUO250002 No 1 New Draft Held 9/15/14  krobinson 51,000,000.00 Yes
I:‘ MDCC1 DEA LEUO2500053 Mo 1 New Draft Held 9/15/14  krobinson $1,000,000.00 Yes
[] mpcct1 DEA LEU0250004 No 1 New Draft Held 9/15/14  krobinson 51,000,000.00 Yes
[] mocet DEA LEUO250005 No 1 New Draft Held 9/15/14  krobinson 51,000,000.00 Yes

Wire Transfer

A wire transfer can be used to record the accounting for a wire issued by the Treasurer’s Office. A
Manual Disbursement for Wire Transfer (MDWT1) document is used with a Disbursement Type field set
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by default.
%AFIS Jump to; MDWT1 2| co @ Home é9 Personalize ) Accessibilty [ App Help < About @
Welcome, Student 20 Procurement | Budgeting | Accounts Receivable | Accounts Payable
Manual Disbursement - Wire Transfer(MDWT1) | Dept: 200 ID: MDWT100 Ver. 1 Function: New Phase: Draft | v] difie  Student20, 04/
w
= ListView | A
[eELEICIRINGLAELTL I Payee | Cancellation | Additional Amounts | Document Information
Document Name: Bank Account: &
Cash Account:
Record Date: B
Check Number:
Check / EFT Issue Date: B
Manual Check: [ ]
Budget FY:
» Contract Withholding Exempt: [ ]
Fiscal Year:
Printing Status Indicator: I t a( v

Period: v

= Adiustina Entrv: ]

] save | % Undo Payment Printing | Di Query | Di Detail Query
L]

Vendor Total Lines: 1 VendorLine: 1 Legal Name:
Accounting Total Lines: 0 Accounting Line: none Line Amount: none
Posting Total Lines: 0 Posting Line: none
[% Copy I [ validate | E4 Submit ‘ [ Discard | & Print | | Processing v Workﬂowv| File v | Close ]

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-015 and represented by Figure 6 below.
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The department receives a request for a manual disbursement by vendor.

The department is responsible for the drafting of the Manual Disbursement (MD) transaction
in AFIS. Information such as bank account and issue date are entered. Warrant number is
automatically assigned to the next warrant sequence number based on table setup. Upon
completion of the data entry, the MD document is submitted and routed for approval.

The MD document is reviewed by an authorized department level approver. If the approver
determines that the MD document has missing or incorrect data, then the MD document is
rejected and returned for corrections in step 2. If the approver determines that the MD
document data are correct, then the MD document is approved and proceeds to the next
step.

The MD document is reviewed by an authorized central level, GAO approver. If the approver
determines that the MD document has missing or incorrect data, then the MD document is
rejected and returned for corrections in step 2. If the approver determines that the MD
document data are correct, then the MD document is approved and proceeds to the next
step.

The MD document final submission from GAO updates the Check Reconciliation (CHREC),
Accounting Journal (JACTG), and associated tables within AFIS.

GAO prints and distributes the warrant to the vendor.
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Figure 6: Create a Manual Disbursement (AP-TB-015)

Step 2

Step 1 Data Entry Step 3
Request received for Submit Manual Dept
Manual Disbursement Disbursement Approval
D
~— "4
FNo Approved?

Step 6
Step 4 GAO to Print and
GAO Distribute Warrant

Approval

Step 5
MD
Approved? Submission
Updates
CHREC/JACTG

AcTiviTY 5.3
Create a Manual Disbursement for an External Warrant

Scenario

You have received a request to process a manual disbursement for a warrant. Create a Manual

Disbursement (MD) document to record the transaction.

Note: You will start with a GAX document and copy it forward the GAX to a MD document.

Setup

v User is logged into the AFIS Home Page.

Steps

A. Create a new Manual Disbursement document.

1.

2
3
4.
5
6

On the Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Code field, enter GAX.

In the Dept. field, enter the data from your student data card.
Click Browse.

In the grid below, click the ID of the document to open the GAX on the data from your
student data card.
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General Accounting Expense(GAX) | Dept: 101 ID: STU153A Ver: 1 Function: New Phase: Final |~
= LstView | A

[V ENNIGL BTl Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Pre-Processing Allowed: [ ]
Bank Account: |
Record Date: 10/27/2014
= Replacement: [ |
Budget FY: 2015
Contract Withholding Exempt: [ ]
Fiscal Year: 2015
Cited Authority: &
Period: 4
Escrow ID: |
o Document Description: Training Expense
Actual Amount: 550.00
Closed Amount: $0.00
Closed Date:

Open Amount: 550.00
Referenced Amount: 50.00 ¥
Vendor Vendor Line: 1 Vendor Customer: VC000000231  Legal Name: Student 1
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: 550.00 Line Open Amount: $50.00
Posting Total Lines: 1 Posting Line: 1
[ Edit | [h copy | (%4 Copy Forward ‘ [§& Discard | &) Print ‘ Processing * Wﬂrkllnw'l Fie = | | [E§ Close ‘

B. Create a General Accounting Expense document.
1. Observe the Actual Amount of the GAX document.
2. At the bottom of the page, click Copy Forward.

3. Onthe Copy Forward screen, in the Doc Department Code, enter the data from your student
data card.

4. Check the Auto Numbering check box.
5. Verify that the Target Document Code selected is MD.

Copy Forward
From Document
Category: aps Doc Dept: 1g9
Type: aps Doc Unit :
Code: gax ID: sTU153A
Select Entire Document : Version: q
To Document
Doc. Department Code : 474 Document Id :
Unit Code : Auto Numbering :
Target Doc Type Target Doc Code Description
+ MD MD Create MD from GAX
MD MDWTA1 Create MDWT1 from GAX
DHRM DR Create DRM from GAX
MD EAMD Create EAMD from GAX
MD EAMD Create EAMD from GAX with 2AL
First Prev Next Last
0K Cancel

6. Click Ok. The Draft MD document opens.

7. Write down the ID number:
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C. Complete the Header component of the document.

D. Navigate to the Vendor component of the document.

E.
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1. Onthe Header component, in the General Information tab, in the Bank Account field, enter

BKO1.

2. The Disbursement Type is set to Warrant.

=HE

2 BEN GBI GOl Payee | Cancellation | Additional Amounts | Document Information

= ListView | A

Document Name:

Record Date: B
Check | EFT Issue Date: [
Budget FY:
Fiscal Year:

Period:

Document Description: | Training Expense

Check Amount: $50.00

H save | “J undo

Bank Account: | EK01 &
Cash Account:
Check Number: | 040815
Manual Check:
Contract Withholding Exempt: [
Printing Status Indicator: (Il feady 0 it
Adjusting Entry: [ ]
Disbursement Type: l—v
Internal Reconciliation: [ |~]
APEVXW Check Number: [ |v]

e s ————

PaymemPrinﬁng‘ Disbursement Query

v

Disbursement Detail Query

1. Click on the Vendor component at the bottom of the page to expand that component.

2. Verify that the Vendor Customer is correct.

3. Verify that the Vendor Address code is correct.

Legal Name: Student 1
Alias/DBA:

Traveler ID:

B B

Address Code: ADDD1

Address Line 1: 1001 South H35
Address Line 2:
City: Round Rock
State: |Texas v
Zip: | 78684

Country: US4

County: MAR &

Vendor Contact Name: | Bob Smith
Vendor Contact Phone: | 512-725-4100
Vendor Contact Phone Ext.:
Fax:
Fax Extension:
Vendor Contact Email: | bobsmithi@del com
Web Address httpui:
Taxpayer ID:
Taxpayer ID Number Type: l—l[
IRS Country of Residence:

IRS Country Sub Code:

L Jots Linos: | NondorLine: o Lonal Namer Slutent] =)
Vendor Line Vendor Customer Legal Name Line Amount
1 VC000000231 Student 1 55000 ﬁ
From 1 to 1 Totak: 1 Gololine: Go
Vendor Customer: V000000231 & Vendor Contact ID: | PCO01 &

E save ‘ @ Undnl E4 Edit with Grid ‘

Navigate to the Accounting component General Information tab.

1. Click on the Accounting component at the bottom of the page to expand that component.

2. Verify the event type is DI51.

3. Verify that the amount is what was entered on the GAX.

76



AFIS | Accounts Payable

~
Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Additional Information ﬂ
Event Type: Dis1 & Budget FY: 2015
Accounting Template: & Fiscal Year:
Line Descr: Pariod

Check Descr: Bank Account: BKO1

Vendor Inv No.:

Line Amount: 55000 Vendor Inv Lni 0
Check Amount: §50.00 Vendor Inv Dt: s
Interest Ineligible Flag: [] Invoice Received Date: s
Interest Calculated or Bypassed: [ ] Service From Date:  10/27/2014 B
Calculated Interest Amount: Service To Date:  10/27/2014 B
PY Accrual/Clearing %: Replacement: [ ]

Procurement Folder:
Procurement Type ID:

Procurement Type:

Trip ID:
Payment Method:
™
A Savel = Undo‘ [24 Insert Naw u'nel [E4 Insert Copied Ijne‘ EA Edit with Grid |
F. Navigate the Accounting component, Fund Accounting tab.
1. Click on the Fund Accounting tab.
2. Verify that the Fund, Department, Unit, Appr Unit, and Object fields have been populated
with information copied forward from the GAX.
General Information | Reference | Fixed Asset Intent Reference Detail Accounting | Additional Amounts | Additional Information n
Fund: | 9001 & Object: 7597 & OBSA: &/
Sub Fund: 4| Sub Object: & Sub OBSA: 4|
Department: | 101 & Revenue: & Dept Object: &
Unit: | 0101 2| Sub Revenue: & Dept Revenue: &
Sub Unit: & BSA: &
Appr Unit: | 1010000 & Sub BSA: &

G. Validate and Submit the document for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

2. Click on the Posting component.
3. Observe the posting amount.

Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
P Doo1 Disb Payable §50.00
an
! AL Dot Extemal AE $50.00
D013 Cash Exp - Wrnt §50.00
2 MNon-Standard
on-Standart 0007 ‘Warrant Payable 550.00

From 1 {o 2 Total: 2 Go fo line: I:l Go

4. Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully — Final".

5. Click Close.
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6. Click Home in the Primary Navigation Panel to return to the Home Page.
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5.4. Search for a Manual Disbursement

Manual Disbursement (MD) documents can be found by searching the Accounting Journal (JACTG) and
Check Reconciliation (CHREC) tables. By entering the appropriate search criteria, such as Doc CD (code),
or Department, results can be narrowed down significantly.

AcTIVITY 5.4
Search for a Manual Disbursement Document

Scenario

You need to research a Manual Disbursement (MD) to determine that a payment was correctly
processed. Use the Accounting Journal (JACTG) and Check Reconciliation (CHREC) tables to locate the
document information.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Navigate to the Accounting Journal table.

1. Inthe Primary Navigation Panel, in the Jump to field, enter JACTG.

2. Click Go. The Accounting Journal (JACTG) table opens along with a Search pop-up window.
B. Locate the Manual Disbursement document information.

1. Inthe Search pop-up window, in the Doc CD field, enter MD.

2. Inthe Doc ID field, enter the ID from the previous activity.
3. Click Ok to return to the Accounting Journal table.
4

In the grid, click the line for the document to view the details in the scalar at the bottom of
the page.
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5. Observe the information in the General Accounting section.
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Accounting Journal

Run Tm Document
v 04272015 MD,101,150406000004,1
04112/2015  MD.101,150406000004.1
04M12/2015  MD.101,150406000004.1
04/12/2015  MD,101,150406000004,1
First Prev Next Last Download

Copy Search #k

Calculate Total  Calculated Amount :
= General Accounting
Doc Record Date : g406/2015
Fiscal Period : g
Fiscal Year: 3¢5
Budget FY: g¢5
Fiscal Quarter: 4
Event Category: ap
Event Type : appq
Bank Account: ggpq

Doc Pstng Ln DriCr Pstng Am

1c (550.00)
10 550.00
2 D 550.00
F (550.00)

B Posting Pair: 4
Posting Code : pg1q

Dricr: ¢

Ln Func:l v

Pstng Am : (350,00)
IncriDers @ |

RunTm : p4/12/2015

Menu Back

6. Inthe scalar, click Document/Referenced Info, to expand that section.

7. Observe the reference information for the document.

+ Document/Referenced Info
Doc Category : ap
Doc Type : yp
Doc CD: yip
Doc Dept: 491
Doc ID: 150406000004
Doc Vers:
Doc Function : 4
Doc Vendor Line : 4
Doc Unit :
Doc Commaodity Line : g
Doc Accounting Line : q
Doc Pstng Ln :

LastUserID:

Ref Doc Code :

Ref Doc Dept :
RefDoc ID :

Ref Vendor Line :
Ref Commodity Line :
Ref Accounting Line @
Ref Posting Line :
Ref Type :

Student1
GAX

101
STU153 A

8. Click Home to return to the Home Page.

C. Navigate to the Check Reconciliation table.

1. Inthe Primary Navigation Panel, in the Jump to field, enter CHREC.

2. Click Go. The Check Reconciliation (CHREC) table opens.

Check Reconciliation
Bank Account  Check/EFT

+ BKO1 000000000000000
BKO1 000000000000000
BKD1 000000000000000
BKO1 000000000000000
BKO1 000000004121501
BKD1 000000102314200
BKO1 000000210000000
BKO1 000000210000001
BKO1 000000210000003
BKO1 000000210000004

First Prev Next Last

Copy  Search

Amount  Issue Date
$1,000.00 07/01/2014
§225.05  10/06/2014
5100,000.00 10/23/2014
$202.05 09/26/2014
55000 D04/06/2015
550.00  10/23/2014
$1,000.00 07/05/2014
$0.00 081572014
S606.00 08/15/2014
$2,001.99  08/15/2014

Record Date

07/01/2014
10/06/2014
10/23/2014
09/29/2014
04/06/2015
10/23/2014
07/05/2014
08/15/2014
08/15/2014
08/15/2014

Status
Disbursed
Cancelled
Disbursed
Disbursed
Warranied
Warranted
Warranted
Warranted
Warranted
Warranted

Document

AD AAM 201500000002 1
AD,OTA 1410060001322
MD.200 UATTRAINGD1 1
MD,DTA MD NO REF 1
MD, 101, 1504060000041
MD.200.141023000002.1
ADAAA 2015000000041
ADAAM 1408150000111
AD.OTA,140515000026.1
ADAAA 140815000032 1

Menu Back
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D. Locate the Manual Disbursement document information.
1. Inthe Check Reconciliation table, click Search.
2. Inthe Doc Code field, enter MD.

3. Inthe Check/EFT field, enter * followed by the warrant number from the previous activity
(MMDDYY and student ID).

4. Click Ok.

Check Reconciliation

Bank Account Check / EFT Amount |ssue Date Record Date Status Document
~ BK01 000000004121501  $50.00 0440672015 04/06/2015 Warranted MD,101.150406000004,1

First Prev Next Last

Copy  Search
Bank Account: gypq Doc Code : yp
Check [ EFT : 000000004121501 Doc Dept: 41
Amount: 550,00 Doc ID: 150406000004

Issue Date : 04/06/2015
Record Date : g4/06/2015
Last Action : gan6/2015

Status : (v
Cancellation Reason : W

Cleared Date :

Comments :

# Check Status Update - Check Wiiter Payment

¥ Check Exceplion & Disbursement Detall Query & Accrual Inguiry

5. Inthe grid, click the line for the document to view the details in the scalar at the bottom of
the page.

6. Observe the information presented along with the links to other queries at the bottom of the
page.

7. When you are finished, click Home to return to the Home Page.
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5.5. Cancel a Manual Disbursement

A Manual Disbursement can be cancelled by using the Discard feature to create a cancellation version of
the document. Information is then entered on the Header component Cancellation tab regarding the
type and reason for cancellation.

Manual Disbursement(MD)} | Dept: 101 1D: STU1-33 Ver.: 2 Function: Cancellation Phase: Draft -t

A cancellation of a manual disbursement updates the Accounting Journal (JACTG) and Check
Reconciliation (CHREC) tables. The nightly reconciliation process will move a cancelled warrant from
Check Reconciliation (CHREC) table to the Paid Check table.

On the Cancellation tab, the Cancellation Type and Reason are required fields, the rest are optional. The
following fields are available for data entry on the Cancellation tab:

=  Cancellation Type

= (Cancellation Reason

= Cancellation Comment

= Schedule Payment Date

= Hold Type

= Hold Request Description

=  Payment Hold Type Department
= Payment Hold Type Unit
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Lesson Summary

In this lesson, you:

= Reviewed the partial payment options

= |dentified the different disbursement options on a payment request document
= (Created a manual disbursement

= Cancelled a manual disbursement

= Searched for disbursements on the Accounting Journal and Check Reconciliation tables

Check Your Progress

1. A non-full payment can use a Ref Type of

a. Partial

b. Full

c. Final

d. Bothaandc

2. Payments must always be sent to the vendor.
a. True
b. False
3. Warrants that originate outside of AFIS require the creation of a

External Disbursement
Wire Transfer
Manual Disbursement

Qa 0 T w

Balance Transfer
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6. Modifying and Canceling Payments and
Disbursements

Learning Objectives

In this lesson, you will:

=  Modify a payment request

= Modify disbursement options with a disbursement request modification document
= Cancel a payment request

= Cancel a disbursement

= Review the stale dating warrant process

= Review the State initiated ACH reversal process

=  Review the ACH Return from the State servicing bank process
Lesson Overview

AFIS provides several options for correcting processing errors. Payment request and disbursement
documents can be modified or cancelled. Cancelled disbursements can be rescheduled or placed on
hold. After a specified amount of time has passed, the warrants can be stale dated.

6.1. Modify a Payment Request

Documents that are in Draft phase can be changed at any time by clicking the Edit button. Once a
document is approved, it reaches the Final phase and is accepted into AFIS. If a document in Final phase
requires modification, the Edit feature will create a new version of the document. Previous versions of
the document are set to Historical-Final and will appear with that phase in the Document Catalog.

Modifications can only be made to a payment request before it has been disbursed, through the manual
or automated disbursement process. If the Closed Amount is $0.00 and the Closed Date on the Header
component is not populated, then the payment request has not been closed and can still be modified. If
it is only partially closed, look at the Closed Amount and Closed Date fields on the Accounting
component to determine if the line that requires modification is closed.

Once a payment request (GAX) has been disbursed (closed), changes cannot be made until the warrant
paying the Accounting line has been cancelled and the payment request is re-opened.

Modifications made to a payment request (GAX) that references another document can also impact the
referencing document, or may not be able to be made because of the referencing document.
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6.2. Modify Disbursement Options with a Disbursement Request
Modification Document

Disbursement Options cannot be modified on a General Accounting Expense (GAX) document in Final
phase. Key items on an approved payment request may need to be changed before disbursement
occurs. Modifications to Procurement Request documents that originated in ProcureAZ must be done in
ProcureAZ. Users can submit a Disbursement Request Modification (DRM) document to update the
following items:

=  Request for Single Warrant

= Request for Hold for Pickup

=  Add a third party Payee

= Request a change to the Scheduled Payment Date
= Change EFT to Warrant

Most of these options are located on the Disbursement Control tab of the DRM document.

Disbursment Request Modification(DRM) | Dept: 101  ID: 150408000006 Ver.. 1 Function: New Phase: Draft -
inliSd0L =
[= wetvew |
General Information | Payee | Reference UEMITEIZuEwc ol Document Information
Scheduled Payment Date: B Disbursement Format: ﬁ-
Scheduling Reason Code: & Disbursement Category: |
Single Payment: |No Change |V Priority: &
Handling Code: & Hold Payment Reason: &
4 Online Digb Request: | Ko Change| ™
Disbursement |No Change | v
Management:
User Hold: |MNo Change | W
H save | 5 Undo \
[ copy | vaidate | | E1 suomit| | [ Discard | & Print | | Processing ~ | workiow ~ | | Fie~ | | E3 Giose |

Changes made through a DRM document do not update the referenced document on the document
catalog but do update the Disbursement Request table. The Warrant/EFT generated uses the
information on the Disbursement Request table.
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On the Header component General Information tab of the DRM document, the Changes Applicable To
field allows the selection of the type of change requested. The options are:

= Document — The DRM will modify the entire payment request, affecting all Accounting lines
for every vendor on the document. Payee Assignment and Disbursement Options on the
Header can be changed but the Vendor line cannot be modified.

=  Vendor — The DRM will modify all Accounting lines for a specific vendor. More than one
Vendor line can be inserted on the DRM for this type of change. The Disbursement Options
in the Vendor line can be changed but the Payee Assignment and Disbursement Options in
the Header cannot be modified.
Once a Disbursement Request Modification (DRM) document has been submitted to Final, it cannot be
modified or cancelled. A new DRM document must be created to make additional changes. Users can
view modifications to a Payment Request can viewed on the Disbursement Request (DISRQ) table.
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ACTIVITY 6.2
Create a Disbursement Request Modification Document

Scenario

You have obtained approval on a General Accounting Expense (GAX) document, but you need to request
that the warrant be held for pickup as a single warrant disbursement. Copy forward from the GAX to a
Disbursement Request Modification (DRM) document to make the necessary changes.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Locate the General Accounting Expense document.
1. On the Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Code field, enter GAX.

In the ID field, enter the data from your student data card.

2
3
4. Inthe Dept. field, enter the data from your student data card.
5
6. Click Browse.

7

Click the ID of the payment document to open it.

General Accounting Expense(GAX) Dept: 101 ID: STU162 Ver: 1 Function: New Phase: Final || ~
ilisades il
= Listview | A
[EOEINCIRINE Payee | Additional Amounts | Extended Description | Conlac! | Document Information
Document Name: Pre-Processing Allowed: [ ]
Bank Account: &
Record Date: 11/01/2014
= Replacement: [ ]|
Budget FY: 2015
Contract Withholding Exempt: ]
M Fiscal Year: 2015
Cited Authority: a
Period: 5
Escrow ID: &
Document Description: Partial Payment
Actual Amount: $500.00
Closed Amount: 50.00 v
Vendor Vendor Line: 1 Vendor Customer: AFPLEINC.  Legal Name: Apple Inc.
Accounting Total Lines: 1 Accounting Line: 1 Line Amount: $500.00 _Line Open Amount: $500.00
Posting Total Lines: 1 Posting Line: 1
[ Edit | [} copy | (% Copy Forward | [% Discard | &) Print | Procassing ™ Workllﬂw" File = | | EJ Close ‘

B. Create a Disbursement Request Modification document using Copy Forward.
1. Inthe GAX document, click Copy Forward.
2. Inthe Doc Department Code field, enter the data from your student data card.

3. Click the Auto Numbering check box.
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4. Select the line for DRM in the Target Doc Type grid.

Copy Forward
From Document
Category: aps Doc Dept: qqq
Type: aps Doc Unit :
Code: gax ID: STU 16.2
Select Entire Document : Version: 4
To Document
Doc. Department Code : 14 Document Id :
Unit Code : Auto Numbering :
Target Doc Type Target Doc Code Description
MO Mo Create MD from GAX
MO MOWT Create MDWT1 from GAX
~ DRM DRM Create DRM from GAX
MD EAMD Create EAMD from GAX
MO EAMD Create EAMD from GAX with 2AL
First Prev Mext Last
0K Cancel

5. Click Ok. The new DRM document opens.

6. Write down document number:

| Disbursment Request Modification(DRM) | Dept: 101  ID: 150403000007 WVer.: 1 Function: New Phase: Draft =

C. Complete the General Information tab of the Header component.
1. Inthe Reason field, enter hold for pickup.
2. Inthe Document Description field, enter Warrant to be held for pickup.

3. Inthe Changes Applicable To drop down, select Document.

[ e liGytitd il Payee | Reference | Disbursement Control | Document Information

Document Name: Changes Applicable To: |Document |V

Record Date: )

Reason: |hold for pickup

Document Description: | Warrant to be hekd for pickup

4. Click the Disbursement Control tab.
5. Inthe Disbursement Category field, click the Pick List.

6. Select Pull from the Scalar.
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7. Inthe Single Payment drop down, select Yes.

General Information | Payee | Reference Document Information
Scheduled Payment Date: B Disburgement Format: &
Scheduling Reason Code: 4 Disbursement Category: PULL &
Single Payment: v Priority: 4
Handling Code: & Hold Payment Reason: a
Online Disb Request: |No Change| v
Disbursement IW[
Management:
User Hold: lm[

8. Click the Vendor component.

9. Click on the trash can icon on the scalar.

| —iB100L =
Vendor Line Vendor Code Vendor Legal Name Line Amount
1 i)
From 1 to 1 Total: 1 Go toline: I:l Go

10. In the pop-up window, click Yes.
D. Validate and Submit the document for approval.

1. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

2. Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully — Pending Approval.”

3. Click Close.

4. Click Home in the Primary Navigation Panel to return to the Home Page.
E. Navigate to the Disbursement Request table.

1. Inthe Primary Navigation Panel, in the Jump to field, enter DISRQ.

2. Click Go. The Disbursement Request (DISRQ) table opens.
F. Locate the General Accounting Expense document information.

1. Below the grid, click Search.

2. Inthe Search pop-up window, in the Doc Dept field, enter the Dept from your student data
card.

3. Inthe Search pop-up window, in the Doc ID field, enter the document ID you just entered the
document ID you just entered.

4. Click Ok to return to the Disbursement Request table.

5. Click Disbursement Control section, to expand that section.
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6. Observe the Disbursement Category is now Pull.

Disbursement Request

Document Vendor Code Legal Name Accounting Line Amount
GAX101.8TU11.2  VC000000231 Student 1 $545.00
GAX 101.5TU 1 134 0000010299 PHX MEM HOSP DBA PHX HLT PLN 56,000.00
GAX. 101,5TU 1 136 0000010299 PHX MEM HOSP DEA PHX HLT PLN 3530.00
GAX. 101,5TU14.2 PLACEHOLDER Placeheider Vendor $100,000.00
GAX101.5TU146  VCO00000231 Student 1 550,00
GAX 101.5TU 153 A VCO00000231  Student 1 550.00

+ GAX101STU162  APPLEING. Apple Inc. §500.00

First Prev Next Last

Save Undo Search &
P Vendor

» Payee

@ Disbursement Control

Scheduled Payment Date : (/27,2014 | Disbursement Format : ywan S
Single Payment : Disbursement Category : py | A&
Handling Code : a Disbursement Type : yWarrani
Online Disb Request: D Consolidation Object 1:
Disbursement Management : D Consolidation Object 2 :
User Hold : D Consolidation Object 3 :
Restricted : O Consolidation Object 4:
Hold Payment Reason : a Consolidation Object 5:
System Hold Flag : Consolidation Object 6: 4pq
System Hold Reason : gjank Sort Object 1:
Priority : gg 2 Sort Object 2:
Payment Type : Contract Withholding Exempt : O

Scheduling Reason Code :

[

7. Click Home in the Primary Navigation Panel to return to the Home Page.

6.3. Cancel a Payment Request

A cancellation is allowed to the payment request (GAX) document before it has been disbursed.
Cancellation of a payment request reopens the referenced lines of an encumbrance document. Previous
versions of the document are set to Historical-Final when the cancellation version is submitted to Final.

All Cancellations will reverse the document’s impact on all tables, and reverse ledger postings on the
journals. A Cancellation version of a document is created by clicking the Discard button in the document.

Cancel a Payment Prior to Disbursement

There are several scenarios that would require the cancellation of a payment request (GAX). A user may
need to cancel a payment request if the payment was made to the wrong vendor or if the accounting
distribution on the referenced encumbrance is incorrect. In the case of the latter, it is better for the user
to cancel the payment request and then modify the encumbrance.
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The options vary depending on the phase of the document:

= Pending — Reject the document, the payment request returns to the Draft phase; open the
document and click Edit

=  Final — Open the payment request and click Discard

Always review the Posting line to be sure that the desired result has been achieved.

Cancel a Payment in Final Phase after Disbursement

If a disbursement has been made by warrant, the department cancels the Manual or Automated
Disbursement document. If the Disbursement and payment request (GAX) are both cancelled, the
encumbrance is re-opened. For the encumbrance to be reopened, the PR Cancellation will have to be
the selected cancellation type.

If it is necessary to cancel a payment request that has been disbursed, the disbursement document that
references the payment request must be cancelled first. The disbursement document must be cancelled
with the Cancellation Type Close. If you process a hold and reschedule the expenditure document
opens.

AcCTiviTY 6.3
Cancel a General Accounting Expense Document

Scenario
You have received information that the wrong data was entered on the General Accounting Expense
(GAX) document. The payment has not been disbursed, so you can cancel the GAX.

Setup
v User is logged into the AFIS Home Page.

Steps
A. Locate and open the General Accounting Expense document.
1. Inthe Secondary Navigation Panel, click Search.
2. Click Document Catalog.
3. Inthe Code field, enter GAX.
4. Inthe ID field, enter the GAX ID from Activity 5.1.
5. Click Browse.
6

Click the ID of the document in the search results. The GAX document opens.
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jticader

General Accounting Expense(GAX) Dept: 101 ID: 150408000027 Ver.: 1 Function: New Phase: Draft -

BB ENNGRUEILIE Payee | Additional Amounts | Extended Description | Contact

Document Information

= List View

Document Name:

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description:

Partial Payment

Pre-Processing Allowed: [ |
Bank Account:
Replacement: [ ]
Contract Withholding Exempt: []
Cited Authority:
Escrow ID:
Actual Amount: 570000
Closed Amount: 50.00
Closed Date:
Open Amount: $700.00

Referenced Amount: 5000

[ &

B. Discard the General Accounting Expense document.

1. Observe the Closed Date field is not populated, indicating that the GAX has not been

disbursed.

2. Click the Discard button.

4 Edﬂ| E‘ﬂﬁow|

= Vaiclate| E3 5ubnil|

[s Discard |

3. A window appears with a confirmation message.

4. Read the message and click OK.

C. Review and submit the new Cancellation version of the document.

1. Review the data to confirm that it is correct.

2. Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

3. Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted

successfully — Pending Approval.”

4. Click Close.

5. Click Home in the Primary Navigation Panel to return to the Home Page.

6.4. Disbursement Cancellation Process

A disbursement can be cancelled in AFIS, as long as it has not cleared the bank. Once a disbursement is

cancelled, it can be reissued, if necessary. Depending on whether or not the payment is still with the

State, or has been sent to the vendor, different actions must be taken. For instance, if the payment has

been sent to the vendor, a State Indemnity Form (SIF) must be completed which will request that the

bank put a Stop Payment on the disbursement.
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When a disbursement needs to be cancelled because a vendor was issued a payment in error, the user
confirms the warrant has not been paid then cancels the original disbursement document with a
cancellation type of Close. The disbursement cancellation request document routes through workflow
for approval by a department approver and GAO. This process does not reopen the referenced payment
request or reissue the payment to the vendor. To confirm the disbursement has been cancelled,
navigate to the Disbursement Request (DISRQ) table, and verify the associated payment request
document is not in the table.

When a payment has been disbursed but has not been received by a vendor, the most common
approach is to reissue the payment after requesting that the bank put a Stop Payment on the original
disbursement. The user confirms the warrant has not been paid and verifies the vendor’s current
address, before requesting a reissue of the payment. The user cancels the original disbursement
document with the cancellation type of Rescheduled. After the document routes through workflow for
approval, the user navigates to the Disbursement Request (DISRQ) table to verify the associated
payment request document appears on the table and ready for disbursement.

Warrants initiated from ProcureAZ will also have to be cancelled in the same manner as AFIS initiated
warrants. The only options for canellation types for warrants that derive from an expenditure document
(PRCPZ1) document initiated ProcureAZ are reschedule and hold.

Cancel a Warrant

To cancel a warrant, the user cancels the outstanding disbursement document in AFIS. The
disbursement cancellation document routes to workflow for approval by a department level approver
and GAO. After approvals are submitted, the document is ready for re-issue, if required.

To cancel a warrant, select the Discard command from the Action Menu on the Automated
Disbursement (AD) or Manual Disbursement (MD), which creates a Cancellation draft document of the
disbursement. In the Cancellation version, navigate to the Header component and click the Cancellation
tab. The following fields must be populated in order to complete the cancellation:

= Cancellation Type

o Reschedule — Used to reverse the effects of the original disbursement and allows for
rescheduling of the disbursement by specifying a new Scheduled Payment Date

o Close —Used to cancel the disbursement and cancel the payment request

o Hold - Used to reverse the effects of the original disbursement and places the payment on
hold

o PR Cancellation — Cancels the disbursement and triggers the cancellation of the payment
request. This is allowed when a payment request was not paid by more than one
disbursement document. The payment request lines are not placed back on DISRQ for
repayment and the encumbrance lines are re-opened

=  Cancellation Reason

o Lost — Payee claims warrant was received and then lost
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Stolen — Payee claims warrant was stolen

Never Received — Payee claims they never received the payment
Destroyed — Payee claims warrant was destroyed

Incorrect Information — Payee information is incorrect

Stale — Money released on a disbursement but never cashed (up to 180 days). This will be
system generated and not an option for a manually entered cancellation.

= Cancellation Comment — This field is used to add more detailed information about why the
disbursement is being cancelled

=  Scheduled Payment Date — This field is required if the payment is rescheduled

ACTIVITY 6.4

Process a Disbursement Cancellation

Scenario

You need to cancel a disbursement and its referenced payment. You will discard the disbursement.

Setup

v" User is logged into the AFIS Home Page.

Steps

A. Locate the disbursement document that needs to be rescheduled.

1.

7.

2
3
4.
5
6

In the Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Code field, enter MD.

In the Dept. field, enter the data from your student data card.
In the ID field, enter the ID from activity 5.3.

Click Browse.

In the list of documents, click the ID link to open the document.

B. Discard the Manual Disbursement Document (MD).

1.
2.
3.

Click the Discard button.
A window appears with a confirmation message.

Read the message and click OK.

C. Locate and complete the Cancellation tab.

1.
2.

Click the Cancellation tab.

In the Cancellation Type drop down box, select Close.
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3.

In the Cancellation Reason drop down box, select Lost.

esmbiaades

=

= List View

General Information | Payee M Additional Amounts | Document Information

Cancellation Type: ICIose lJ Hold Type:
Cancellation Reason: ﬁ Hold Request Description:

Cancellation Comment:

2

Payment Hold Type

Department:

Schedule Payment Date: 1) o o Type Ut
ayment Hol pe Unit:

D. Review and submit the new Cancellation version of the document.

Review the data to confirm that it is correct.

Click Validate to check for errors. If any errors exist, fix the errors and click Validate again. If
the validation is successful, the following message is displayed in the upper left corner of the
screen: “Document Validated Successfully.”

Click Submit to submit the document for approval. If the submission is successful, the
following message is displayed in the upper left corner of the screen: “Document submitted
successfully - Final.”

Click Close.

Click Home in the Primary Navigation Panel to return to the Home Page.

6.5. Unclaimed Property Process

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.

This process is referenced in To Be ID AP-TB-020 and represented by Figure 7 below.

1.

95

The “Stale Batch” job is run on a monthly basis, as well as on request as needed. This batch
job Stale Warrants issued by the State based on the System Options (SOPT) table setup. For
example, the Stale Date Disbursement flag determines whether or not AFIS can stale
disbursements, and the Stale Days field determines the number of days that can pass before
a disbursement is considered stale.

The Disbursement Cancellation (DC) document is automatically generated and submitted,
and the Stale Report is generated which contains a list of all of the warrants that are
cancelled successfully. In addition to the Stale Report, an Unclaimed Property Report is
generated that lists all warrants to be transferred to the Department of Revenue’s (DOR)
Unclaimed Property Unit (based on Fund code). Another report, the Cancelled Expired
Report, is generated that lists all warrants to be transferred to the originating funds (based
on Fund code).
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3. The final submission of the DC document updates the Check Reconciliation (CHREC),
Accounting Journal (JACTG), and other tables. Two Journal Voucher (JV) document will be
created, one to transfer funds from the Stale liability account to the Department of Revenue
liability account, another JV to transfer funds from the Stale liability account to the
originating funds.

4. Two outbound files are created that are sent to the external systems. One includes expired
warrant information sent to DOR. Another is created that includes expired warrant
information to send to the state servicing bank.

Figure 7: Unclaimed Property Workflow (AP-TB-020)
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Start Process e Run Stale Batch Job
e 4

Periodically

A 4
Step 2
Submission of DC
Document and
Generation of
Stale Reports
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and Updates
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.| (Create JV Document)
>

/ I3
/ Step 4 / /
" Send File to "‘4 o/ Step 4 "
| Department of ‘u“ ".‘ Send File to Bank \
\ Revenue \ \ \

PR, AN . 4 -

/- ™ 7 ™
( End ) { End |
o v o v
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6.6. State Initiated ACH Reversal

There may be times when a payment that has been processed by the bank needs to be reversed. The
State can initiate the process by running a batch job to create an ACH reversal file that is sent to the
bank. Successful reversals result in the receipt of cash by the State.

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-021 and represented by Figure 8 below.
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1.

The department initiates a request for ACH Reversal which is reviewed by GAO. If the reversal
is approved by GAO, proceed to step 2, otherwise GAO to follow up and research.

For the Electronic Funds Transfer (EFT) records to be reversed, GAO will setup those records
on the Electronic Funds Transfer Reversal (EFTREV) table. Reversal information to be entered
on the EFTREV table includes bank account, EFT Number, Reversal Status, Cancellation Type,
Cancellation Reason, etc. The Reversal Status will be set to “Requested Reversal.”

The ACH Reversal batch job selects EFTREV records that are set to “Requested Reversal,” and
generates an outbound ACH Reversal file to send to the State servicing bank. If the Reversal
Status on EFTREV is set to “Reversal Confirmed,” the batch job also inserts records into the
Disbursement Cancellation parameter table so that the Mass Cancellation process can cancel
those EFT payments that were reversed by the bank.

After performing the batch job, the ACH reversal file is sent to the State servicing bank. If the
reversal is rejected by the State servicing bank, refer to AP-TB-022 (ACH Return from State
Servicing Bank). The State servicing bank will not notify the State for the ACH reversals that
were successful. Reference AP-TB-012 (Cash Receipt).

On the following day, after the batch job cycle and after the creation of the Cash Receipt, the
Treasurer will generate an ACH reversal report to notify GAO that the reversal is active.

Upon confirmation with the State servicing bank for the ACH reversal records, GAO will
manually update the EFTREV table to set the Reversal Status to “Reversal Confirmed” along
with the appropriate Cancellation Type, such as Reschedule, Hold, or PR Cancellation.

During the next run cycle, AFIS will detect those records manually flagged by GAO as
confirmed, and add those records to the Disbursement Cancellation Parameters (DISCPA)
table initiating a Mass Cancellation of Disbursements.
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Figure 8: State Initiated ACH Reversal Workflow (AP-TB-021)
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6.7. ACH Return from State Servicing Bank

There are several possible outcomes that can occur when the State servicing bank sends the ACH Return
File to the GAO.

State Process Overview

The steps below describe the statewide process. Your department may have additional requirements.
This process is referenced in To Be ID AP-TB-022 and represented by Figure 9 below.
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i)

i)

i)

1. Theinbound ACH Return File sent from the State servicing bank is received by the GAO.
2. The Returned ACH Transaction batch job processes the returned EFT/Prenote transactions

from the bank as follows:
If the transaction is a rejected EFT payment, the job will update the EFT Return table, initiate
the cancellation of the associated EFT payment, and mark the associated Vendor as
ineligible for EFT payments on the Vendor Customer (VCUST) table. Proceed to step 3.
If the transaction is a returned EFT reversal, the job will update the EFT Reversals and EFT
return tables and mark the associated Vendor as ineligible for EFT payments on the VCUST
table. Proceed to step 4.
If the returned transaction is a Prenote, the job will mark the associated Vendor as ineligible
for EFT payments on the VCUST table. Proceed to step 5.
In a parallel process, for the rejected EFT Payment path, AFIS will update the EFT Return
table, Reversal Status field to “EFT Payment Rejected by Bank” and mark the vendor as “EFT
Ineligible” on the Vendor Customer (VCUST) table, EFT Status field. AFIS will also add the
records to the Disbursement Cancellation Parameters (DISCPA) table for warrant cancellation
initiating Mass Cancellation of Disbursements. The process ends with GAO further
researching the cancelled disbursement.
AFIS will update the EFTREV table, Reversal Status field to “Reversal Returned by the Bank.”
AFIS will update the EFTRET table, Reversal Status field, to “Reversal Failed by the Bank.” AFIS
will also mark the vendor as “EFT ineligible” on the Vendor Customer (VCUST) table, EFT
Status field. The process ends with GAO further researching the returned EFT reversal path.
AFIS will mark the vendor EFT Status as “EFT Ineligible” on the Vendor Customer (VCUST)
table. The process ends with GAO further researching the rejected pre-note path.
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Figure 9: ACH Return from State Servicing Bank Workflow (AP-TB-022)
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Lesson Summary

In this lesson, you:

= Modified a payment request

= Modified disbursement options with a disbursement request modification document
= Cancelled a payment request

= Cancelled a disbursement

= Reviewed the stale dating warrant process

= Reviewed the State initiated ACH reversal process

= Reviewed the ACH Return from the State servicing bank process

Check Your Progress

1.

101

Once a payment request has been disbursed (closed), changes can still be made without re-opening
the payment request.

a. True
b. False

Modifications made to a General Accounting Expense document that references another document
may also impact the referenced document.

a. True
b. False

When cancelling a warrant, the Cancellation Type can be set to all of the following except:

Hold
Reschedule
Insufficient Funds

a0 T o

Close



7.

AFIS | Accounts Payable

Accounts Payable Reporting

Learning Objectives

In this lesson, you will:

= Review reports available in Accounts Payable

Lesson Overview

AFIS includes many reports for monitoring Accounts Payable.

7.1.

Reports

The key reports needed to support the AFIS Accounts Payable business processes are listed below.

FIN-AZ-AP-N021 - Vendor Intercept Report - Lists vendors with intercepted payments for a
Department by Fiscal Year (XXXX) and Accounting Period (XXX).

FIN-AZ-AP-C021-RDD - Future Scheduled Payments for Disbursements - This report lists future
payment requirement schedules (cash requirements reporting) for disbursements.
FIN-AZ-AHCCCS-N042-RDD - Disbursement by Healthplan - Vendor with Invoice Details -

This is on demand report for Disbursements to "Vendors/Healthplan" (based on prompt) listing
invoice numbers, dates paid and $ values.

FIN-AZ-AP-N151 - Outstanding Warrants by Department - Report lists Outstanding warrants by
department and includes issue and expiration dates. Some Warrant amounts are summarized by
documents.

FIN-AZ-AP-N157 - Monthly Paid Warrants - This report provides monthly paid warrants by
Department and Fund for a given Fiscal Year. Some Warrant amounts are summarized by
documents.

FIN-AZ-AP-N176 - 1099 Master Report - This report lists all 1099 reportable expenditures by
Department, by Vendor.

FIN-AZ-AP-N285-RDD - Payment Cancellation Request Daily Activity - Payment cancellation
processed for prior business day

FIN-AZ-AP-N290-RDD - Daily Warrant Count - Provides daily payment range, count, and amount
for Warrants and EFTs by Disbursement types

FIN-AZ-AP-N291-RDD - Warrant Register by Agency - Lists all warrants issued day before.
FIN-AZ-AP-N292-RDD - Daily Warrant Transmittal Report - Provides summary of daily warrants
issued to departments.

FIN-AZ-AP-N297-RDD - Expired Warrants by Agency - This report shows all expired warrants by
agency and any amounts transferred to Unclaimed Property.
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FIN-AZ-AP-N345-RDD - Open Encumbrance Report - The report provides a listing of open
encumbrances inception to date up through the end of processing for the Fiscal Year (FY) and
Accounting Period (APD) provided as prompted.

FIN-AZ-AP-N347-RDD - Warrant Listing - Listing of all warrants/EFT by Bank and Document
Code. Included fields are warrant/EFT number vendor information and warrant status.
FIN-AZ-AP-N349-RDD - Payments pending by Department and Payment Date - Payments
pending by Department and payment date.

FIN-AZ-AP-N354-RDD - Commodity Expenditures Report - Provides the commodity expenditures
by Department.

FIN-AZ-AP-N372 - Payment Extract - Excel-Report provides payment extract information from
"From Date" to "To Date".

FIN-AZ-AP-N377 - Contract Payments by Fiscal Year - Lists all Paid Payments by Vendor for Fiscal
Year [Fiscal Year Prompt].

FIN-AP-N378 - Paid Warrant Listing - Listing of all Paid Warrants by Bank Account and Document
Codes - AD and MD. This report excludes EFT payments.

FIN-AZ-AP-N391 - Disbursements by Vendor - Report is a Listing of Disbursements by Vendor for
a specified disbursement date range.

FIN-AZ-AP-N393 - Open Items — Encumbrances - This Report is a detailed listing of open
Encumbrance documents with a fiscal period cutoff. This report is cumulative through APD
"+[Accounting Period Prompt]+"."

FIN-AZ-AP-N394 - Open Items - Accounts Payable - Report is a detailed listing of payment
requests and disbursement documents with a fiscal period cutoff for a given APD [Accounting
Period Prompt].

FIN-AZ-AP-N456 - ACH Payment Transmittal Report - This report lists total ACH payments for
prior day by ACH types.

FIN-AZ-AP-C032a-RDD - Count - Bank Account by Disbursement Type - Provides nightly and YTD
counts and totals by Disbursement types.

Lesson Summary

In this lesson, you:
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Appendix

ANSWER KEYS

Below are answer keys to the Check Your Progress quizzes provided at the end of each lesson.

Lesson 2

1. a. True (Section 2)
2. a.Soft Inference (Section 2.3)

3. b. Hard Inference (Section 2.3)

Lesson 3

1. b. False (Section 3.1)
2. b. False (Section 3.4)
3. a.JACTG(Section 3.8)

Lesson 4

1. d. General Accounting Encumbrance final document (Section 4.1)
2. a.True (Section 4.2)
3. a.True (Section 4.7)

Lesson 5

1. d.Bothaand c(Section 5.1)
2. b. False (Section 5.2)

3. c. Manual Disbursement (Section 5.3)

Lesson 6

1. b. False (Section 6.1)
2. a.True (Section 6.3)

3. c. Insufficient Funds (Section 6.4)
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